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Agency

Worcester County

Division/Unit
Human Resources

Item No

Description

Retention

1

Personnel files

I-9s

Compensatory records (comp time)

Sanitary employee forms — assumed records in ’93 when
department took over Sanitary employees

Invoices, copies

Workers® comp — claims

Sick leave bank — contributions, list of users

Retain 3 years after employee
termination, then destroy

Currently, upon termination,
record is pulled and added to
personnel file that is retained for
3 years, then destroyed; 1-9s
should be maintained separately;
retain for 3 years after date of
hire or 1 year after the date of
employee termination whichever
is later, then destroy

Retain for 1 year, then destroy
Add to current personnel files,

retain for 3 years after employee
termination, then destroy

| Retain for 1 year, then destroy

Retain notice of claim until no
further action, plus 5 years, then
destroy; notice of claim with
lawsuit filed should be retained
for 7 years after settled, then
destroy '

Retain until updated or
superseded, then destroy

Approved by Department, Agency or Division Representative

Date

/M Zaa

Type Name E,IRDRE E ROUSE

Title

12/ 217401

HUMAN RESOURCES DIRECTOR

Date

Schedule Authorized by State Archivist

MAR 05 2002

il P )
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RECORDS RETENTION AND DISPOSAL SCHEDULE
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(CONTINUATION SHEET) Page 2 of 5
Item No Description Retention
8 Car allowance Retain for 1 fiscal year, then
destroy
9 Equivalent time off Retain for 1 year, then destroy
10 Dental plan Retain for three years after
employee termination, or one
year after termination of plan,
then destroy
11 Vision plan Retain for three years after
employee termination, or one
year after termination of plan,
then destroy
12 Application and other recruitment information Retain for 2 years from date of
action, then destroy
13 Employee Section 125 benefit plan election and compensation | Retain for life of plan, then
reduction agreement destroy
14 American Capital statements Retain for life of plan, then
destroy
15 Lincoln National statements Retain for life of plan, then
destroy
16 Board warrants — same as check authorization or requisition Retain 3 years, then destroy
approval
17 Account activity report — HR department guideline Retain for 1 fiscal year, then
spreadsheet destroy
18 OSHA 200 forms Retain in HR for 5 years
following the year to which they
relate, then destroy
19 Blood borne pathogens — plan, names of receiver’s shots If no legal action, retain for 5

years after termination, then
destroy; if legal action, retain
until 7 years after settlement,
then destroy
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RECORDS RETENTION AND DISPOSAL SCHEDULE

Schedule No. C-962

(CONTINUATION SHEET) Page 3 of 5
Item No Description Retention
20 Interview letters — copies of letters sent if not hired Retain for 2 years from date of
action, then destroy
21 General correspondence ~ incoming and outgoing, memos and | Screen annually. Destroy
misc departmental and outside agency information material having no further fiscal,
legal or operational value.
Retain permanently any material
that serves to document the
origin, development and
accomplishments of the
department. Transfer A
periodically to the Maryland
State Archives.
22 Vehicle charge document — HR department head gas charges Retain for 1 fiscal year and until
: all audit requirements have been
met, then destroy
23 Department telephone bills Retain for 1 fiscal year and until
all audit requirements have been
met, then destroy
24 Blue Cross Blue Shield fecords — group enrollment changes, Retain 3 years after employee
billing statements/payments, membership applications, manual | termination and 1 year after
payments, monthly billing, drug premium payments, change termination of plan, then destroy
and enrollment forms :
25 Blue Cross/Blue Shield health premiums Retain for 3 years after paid, then
: destroy
26 Credit union reports — faxes to credit union Retain for 1 year, then destroy
27 Maryland State retirement Retain for length of benefit; after
' termination, retain for 5 years
28 Direct deposit reports — treasurer does now Transfer to treasurer’s office
29 Supplemental insurance' — AFLAC, bills, premium statements | Retain for life of plan, then
' : destroy
30 Salary survey Retain until updated or

superseded, then destroy
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(CONTINUATION SHEET) Page 4 of 5
Item No Description ~ Retention
31 Payroll reports — register, validation report, check register, Retain 3 years and until all audit
labor distribution report, credit union deduction report, requirements have been met,
garnishment, deferred compensation, AFLAC, retirement, tax | then destroy
report, logging file, calculation detail, employee distribution
report

32 Budgets Retain 3 years, then destroy

33 CETA - correspondence : Retain for 3 years after
termination, then destroy

34 United Way pledge repofts Retain for 1 year, then destroy

35 Life insurance programs — summary reports, correspondence, Screen annually. Destroy

products profile, term life, medical life, COBRA, Medicare, material having no further fiscal,
injured workers insurance fund legal or operational value.

36 Disability — group, long term, insurance plans/programs Screen annually. Destroy
material having no further fiscal,
legal or operational value.

37 General files — advertisements, EEOC reports — 4 —>75, MSRS | Screen annuélly. Destroy

correspondence — *72, OSHA report 1970, perfect attendence — | material having no further fiscal,
’92, sick leave balances (for retirement) legal or operational value.
38 Unemployment reports — worksite reports (state) — treasurer’s | Retain 3 years and until all audit
office does now requirements have been met,
then destroy

39 Psychological exam results ~ correctional office trainers After employee terminates, add
to medical file, retain for 30
years, then destroy

40 Medical certification Current policy — upon

termination, record is pulled and
added to personnel file; retain
for 3 years, then destroy;
medical files should be
maintained separately, retain for
30 years, then destroy
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Item

No. Description

Retention

41 Drug programs — testing program, personnel with positive
responses, quarterly reports for CDL random testing

42 Immunization cards

Personnel with positive
responses, retain for 5 years past
last monitoring, then destroy;
testing program — retain until
updated or superseded, then

| destroy; quarterly reports —

retain for 3 years, then destroy

Retain for 3 years after
employee termination, then
destroy




| INSTAUCIHIUNS - TYIS OR PRINT A SEPARATE FORM FOR EACH NEW
~1EV9ED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (0GS 550-1)

| e ———

1. DEPARTMENY/AGENCY

R

-7

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

AGENCY RECORDS INVENTORY

P.O. BOX 275 - JESSUP, MARYLAND 20794

- |
' 2. DIVISION

W

Page of

3. UNIT

AN

- DEFINITION - Recorde Serles -

A group of related records noimally filed and used as a unit for reference as

well as retention and disposition purpoess,

4. RECORD SERIE ITLE

Wi&

§. EARLIEST YEAR / LATETEST YEAR

10

6. RECORD SERIES DESCRIPTION ( Briefly descube the types of Information/documenis/forms found in the Series. Include the purpose or function of the Series)

SERIES FORMAT(S)

1. RECO 8. RECORD SER SEQUENCE 9. VOLUME
/D /( G’F{DIBWEI(S'
Lelter Size O Microfim Alphabetical O Microfilm Reel (s)
O Computer Tape (S)
O Legal Size a Compuler Tape o Numerical Q Other (Speciy)
O Bound Book Q Floppy Disk O Chronological Number
O Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUL’ULATION
0 File Drawer (s)
o Ot ol O Other (Specit O Microfilm Reet (s)
et (Speciy) (Specit) o Computer Tape(s)
Qa Other {Specify)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
0 Daily 0 Weekiy O Monthly O Month(s) 0O Year(s)

Number

13. CURRENT LOCATION(S) (Bidg., Floor, Room)

D Yes

14, 1S RECORD SERIES DUPLICATED ELSEWHERE?

(If yes. specify agency or office)

O No

15. ACCESS RESTRICTIONS {If yes, cite law(s) & regulation(s)

O Yes

O No

16. AUDIT REQUIREMENTS

a None 0 Slate

O Federal

O Independent

17. 1S AN INDEX SYSTEM USED? ({if yes, explain briefly and
descrbe any hardware/sofiware)
O Yes

D No

18. RECOMMENDED RETENTION

MM’ \/ WW%% jfwn/ dﬂoﬁ»;

19. NAME ANZITLE OF ARER

20. TELEPHONE NUMBER

21. DATE 7//9/01)

NGS 550.4 {fievised 1191}




 INSTRUCTGONS .

SCHEDULE {0GS 550- -1)

S

1. DEPARTMENTIAGENCY

’ZVWW

TYPE Ot PIUNT A SEPARATE FORM FOR EACH NEW
v REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

AGENCY RECORDS INVENTORY

P.O. BOX 275 - JESSUP, MARYLAND 20794

2, DIVisioN

Rhoorio Hoancyrria—

Page of

3. UNIT

N A

DEFINITION - Records Setles - A group of related racords normaily fled and used as a unit for referance as

well as retention and disposition purpoees,

4. RECORD SERIEWE :

§. EARLIEST YEAR / LATETEST YEAR

% T0
1YYp s

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/documents/iorms found in the Series. Include the purpose of function of the Series)

7. RECORD SERIES FORMAT(S)

Number

8. RECORD SERIES SEQUENCE 9, VOLUME
G’Fﬂ'e/OIawer(s)
o Leller Size O Microfilm O Alphabetical 0 Microfilm Reel (s)
0 Compuler Tape (s)
D Legal Size o Compuler Tape a Numerical é{ ,Q/ O Other (Speatly)
0O Bound Book a Floppy Disk O Chronological Number
o 1 ideo T O Geographical 10. ANNUAL ACCUMULATION
0 Audio Tape O Video Tape eographi O File Orawer (s)
) icrofilm Reel (s)
0 Other {Specif O Other (Specif O Microfilm
ot (Speciy) (Specty) O Computer Tape(s)
a Other (Specify)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
0 Daily O Weekly o Monthly o Monih(s) a  Year(s)

13. CURRENT LOCATION(S) (Bidg., Floot, Room)

Feese

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

(it yes. specify agency ot office)

g Yes o No
15. ACCESS RESTRICTIONS {if yes, cile law(s) & regulation(s) 16. AUDIT REQUIREMENTS
0 Yes o No o None a State a  Federal O Independent

17. 1S AN INDEX SYSTEM USED? (il yes, explain briefly and
descrbe any hardwarelsoftware)

0 Yes

O No

18. RECOMMENDED RETENTION M "y
An

daﬂgi

19. NAME AND IITLE OF P ARER

20. TELEPHONE NUMBER

/7

()f‘Q 550.4 (Revised 1/93)
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 INSTRUCTIMNS... TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE {DGS 550-1)

et a——

1. DEPARTMENTIAGENCY '

1 etceodes CO

—'_—_"‘—————‘ﬁ

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DiVISION
7275 WATERLOO ROAD
P.0. BOX 275 - JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

Page of

2, DIVISION

3. UNIT

DEFINITION - Records Serles - A group of related racords normally filed and used as a unit for refsrence as

wel! ae retention and disposition purposes,

4. RECORD SERIES TITLE

- D00t

§. EARLIEST YEAR / LATETEST YEAR

1949 77

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/documenis/orms found in the Series. Include the purpose or funclion of the Series)

7. RECORD SERIES FORMAT(S)

O Leller Size O Microlilm

U Legal Size a Compuler Tape
O Bound Book O Floppy Disk

O Audio Tape 0O Video Tape

0 Othet {Specily)

/vm

8. RECORD SERIES SEQUENCE
O Alphabeticat
O Numerical
D Chronological
O Geographical

a Other (Specify)

9, VOLUME
a File Drawer(s)
g Microfiim Reel {s)
D Computer Tape (s)
a Olher (Specily)
Number

10. ANNUAL ACCUMULATION
D File Drawer (s)
o0 Microfilm Reel (s)
O Computer Tape(s)
O Other (Specify)

Number

11. FILE IS USED

o Daily 0 Weekly a  Monthly

12, FILE BECOMES INACTIVE AFTER

- a
Number

Month(s) a

Yeat(é)

13. CURRENT LOCATION(S) (Bldg., Floor, Room)

/Q&@/A K))W

14. 1S RECORD SERIES DUPLICATED ELSEWHERE? ({if yes. specily agency or office}

O Yes

0O No

15, ACCESS RESTRICTIONS (I yes, cile law(s) & regulalion{s)

0O Yes O No

16. AUDIT REQUIREMENTS

o None 0 State

17. 1S AN INDEX SYSTEM USED? (Hf yes, explain briefly and -
descube any hardware/sollware)

0 Yes 0O No

O Federal o

Indrnenrinnt

18, RECOMMENDED RETENTION Ratain 3 years, then destroy

19. NAME AND PR
Jo e A

20. TELEPHONE NUMBER

21. DATE 7//3/&"0

DGS 5504 [Revised 1/93)




L INSTRUGTIONS .- TYPE OR PIUNG A SEPARATE FORM FOR EACH NEW

REISED RECORD SERIES. FORWARO WITH RECORDS RETENTION
SCHEDULE {DGS 550-1)

1. DEPARIMEN"AGENCY

WVVCMIZJQ)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

72715 WATERLOO ROAD
P.O. BOX 275 - JESSUP, MARYLAND 20794

Page of

2. DIVISION 3. UNIiT

DEFINITION - Records Serles - A gtoup of 1elated records normally filed and uved as a unit for reference as

weil ae retention and disposiion purpoees,

4. RECORD SERIES TITLE

W

5. EARLIEST YEAR / LATETEST YEAR

@: "2 10

8. RECORD SERIES DESCRIPYION { Briefly describa the types of information/documents/forms found in the Series

. Include the puipose or funclion of the Series)

7. RECORD SERIES FORMAY(S)

8. RECORD SERIES SEQUENCE

NAME AND TWREP

9. VOLUME
O File Drawer(s)
a Leller Size a Microlilm O Alphabetical O Microflilm Reel (s)
: O Computer Tape {S)
O Legal Size O Computer Tape a Numerical g Other (Specify)
0 Bound Book Q Floppy Disk O Chionological Number
O Audio Tape 0 Video Tape O Geographical 10. ANNUAL ACCUMULATION
O File Drawer (s)
0 Ofher (Spec D Other (Speci O Microfitm Reel (s)
ot pecin (Speciy) 0 Computer Tape(s)
Y:): Q O Olher (Specify)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
0 Daily O Weekly O Monthly — o Monlh(s) 0 VYear(s)
Number
13. CURRENT LOCATION(S) (Bldg., Flootr, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (i yes. specily agency or olfice)
O No
}Qg 4 do }Q)WJ 9 Yes
15. ACCESS RESTRICTIONS (Il yes, cite law(s) & reguiation(s) 16. AUDIT REQUIREMENTS
O Yes o No O None a Slate O Federal Q  Independent
17. 1S AN IHDEX SYSTEM USED? (If yes, explain biiefly and 18. RECOMMENDED RETENTION
describe any hardwarelsollware) /&/ 3 / ‘,7) é ZZ ) 4,, E,r,g 2) %&%w
O Yes D No
M e obizg.
19. 20. TELEPHONE NUMBER

21. DATE _7/ ’b/}"aD

068 550.4 (Revised 193)




INSTRUCTIONS .- TYPE OR PRINT A SEPARATE FORM FOR EACH NEW

REVISED RECORD SERIES., FORWARD WITH RECORDS RETENTION
SCHEDULE (DGS 550-1)

——

1. DEPARTMENT/AGENCY

2. DIVISION

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLQOO ROAD
P.0. BOX 276 - JESSUP, MARYLAND 20794

AR e ————————————————

AGENCY RECORDS INVENTORY

Page of

e R R REBESBBZRZRDDRDDDRL...
e ——

3. UNIT

DEFINITION - Records Serlos -

A group of related records normally filed and used as a unit for reference se

wall ae retention and disposition purposes,

4. RECORD SERIES TITLE

L, 6}15

5.  EARLIEST YEAR / LATETEST YEAR

10

6. RECORD SERIES DESCRIPTION ( Briaflly describe the lypes of information/documents/forms found in the Series

. Include the purpose or function of the Series)

o
7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE

O Lelter Size

o Microfilm QO Alphabetical
O Legal Size o Computer Tape O Numerical
D Bound Book O Floppy Disk a Chronological
0 Audio Tape Qo Video Tape O Geographicai
D Other (Specity) _J = ‘4@;% ‘Pu—wdua O Other (Specify)

9. VOLUME
O File Drawer(s)
0 Microfilm Reel {s)
O Computer Tape (s)
O Other {Specify)
Number

10. ANNUAL ACCUMULATION
O File Drawer (s)
O Microlilm Reel {s)

&

o Computer Tape(s)
O Other (Specify)

2

Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
o Daily o Weekly O Monlhly a  Month(s) g  Yeals)
Number
13. CURRENT LOCATION(S) (Bidg., Floor, Raom) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (il yes, specily agency or office)
%g a Yes . a No
15. ACCESS RESTRICTIONS (If yes, cile law{s) & regulation{s) 16. AUDIT REQUIREMEP_ITS
O Yes o No O None 0 Slate O Federal O independent
17. IS AN INDEX SYSTEM USED? {If yes, explain briefly and 18. RECOMMEN RETENTION
describe any hardware/software) e, / @ /Q,u,w / ol MM /@
(-
O Yes 0 No /ﬂ %ﬁ A ,ﬂa& Ha2
. LO
Vo bl;ul’ W" 16 _
13. NAME AND TITLE OF PR 20. TELEPHONE NUMBER 21. DATE '

’7//9/@

DS 550-4 {Movised 1493)
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 INSTRUCTIONS - TYPE Ot PRINT A SEPARATE FORM FOR EACH NEW DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD WITH RECORDS REVENTION RECORDS MANAGEMENT DIVISION
SCHEDULE (OGS 550-1) 7275 WATERLOO ROAD
P.O. BOX 275 - JESSUP, MARYLAND 20794 Page of
1. DEPARTMENTIAGENCY ' 2. DIVISION 3. uNIT
z W

DEFINITION - Records Serlos - A group of related recards notmally filed and used as a unit for reference as

well as retention and disposition purposes.

4. RECORD SERIES TITLE

§. EARLIEST YEAR / LATETEST YEAR

A
' =B

.

6. RECORD SERIES DESCRIPTION ( Brieflly describe the types of information/documentsiforms found in the Series. Include the putpose or function of the Series)

7. RECORD SERIES FORMAT(S)

8. RECORD SERIES SEQUENCE 9. VOLUME
d/ O File Oraweir(s)
etler Size O Microfim 3 Alphabetical 0 Microfilm Resel (s)
D Computer Tape {s)
O Legal Size o Computer Tape a Numerical O Other (Specify)
O Bound Book O Floppy Disk O Chronological Number
O Audio lape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
O File Drawer (s)
O Other (Specdy)‘é%' O Other (Specify) O Microlitm Reel (s)
j o Computer Tape(s}
70 -/ Qv O Othes (Specify)
‘/M)M Number
11. FILE IS USED 12, FILE BECOMES IEACTIVE AFTER
o Daily 0 Weekly O Monthly 0 Month(s) Q  VYear(s)

Number

13. CURRENT LOCATION(S) (Bidg., Floor, Room)

a Yes

14, 1S RECORD SERIES DUPLICATED ELSEWHERE? (Il yes. specify agency or ollice)

O No

15. ACCESS RESTRICTIONS {if yes, cile taw(s) & regulation{s)

O Yes g No

16. AUDIT REQUIREMENTS

a  None 0 Stale

O Federal a

Independent

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and
descnbe any hardware/sollware)

O Yes 0 No

18. RECOMMENDED RETENTION

/

[ﬁ@;/\%m. ﬂwmﬁ

19. NAME AWOF %

20. TELEPHONE NUMBER

21. DATE

TNy a0

NGS 550.4 (Revised 1/93)




 IMSLRUCHIONS - TYPE OR PRING A SEPARATE FORM FOR EACH NEW | DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
REVISED RECORD SEMES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION
SCHEDULE (DGS 550-1) 7275 WATERLOO ROAD
PO. BOX 275 - JESSUP, MARYLAND 20794 Page of

' 2, DIvisioN
DEFINITION - Records Serlos - A group of refated records normally fited and used as & unit for refsrence ss
4. RECORD SERIES TITLE

1. DEPARTMENTIAGENCY

Dt o o Tos Creeriliny

3. UNIT

well as retention and dieposition purpoees.

5. EARLIEST YEAR f LATETEST YEAR

Der o, Crplegec Foies .

8. RECORD SERIES DESCRIPTION { Brlefly describe the types of information/documenisiforms found in the Series. Inciude the puipose or function of the Series)
_ s

7. RECORD SERIES FORMAT(S) 8. RECORD § S SEQUENCE 9, VOLUME
u/ a File Drawer(s)
eller Size a Microlim

Alphabetical O Microlilm Reel {s)

O Computer Tape (s)
O Legal Size a Computer Tape a Numerical o Other {Specify)

0O Bound Book * @ Floppy Disk 0 Chronological Number
O Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULMION
O File Orawer (s)
© Other (Spect o Other (Specif O Microfilm Reel (s)
ot (Speciy) (Specit) O Computer Tape(s)
O Other (Specify)
Numbet

11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER

0 Daily 0 Weekly O Monthly 0 Monlh(s) a  Year(s)

Number

13. CURRENT LOCATION(S) (Bldg., Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (if yes. specily agency or office)

%@- o Yes . O No

ot

15. ACCESS RESTRICTIONS (if yes, cile law(s) & regulation(s) 16

. AUDIT REQUIREMENTS

O Yes o No

O None a Slate O Federal 0 independent

17. IS AN INDEX SYSTEM USED? (if yes, explain briefly and 18

. RECOMMENDED RETENTION
describe any hardware/sofiware) ;

g Yes 0 No

1 N‘;—;ﬁ—%
19. NAME ANWF % 20. TELEPHONE NUMBER . 21. DATE /

NGS 5504 (Revised 1193}

L




_INSTRUCTIUNS .- TYPE OR PIINT A SEPARATE FORM FOR EACH NEW

INSTRYEIIONS . TYIE Ot NI A SE7 DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTCRY
L . WITH RECORDS RETENTION . RECORDS MANAGEMENT DIVISION
SCHEDULE {0GS 550-1) 7275 WATERLOO ROAD
0. BOX 275 - JESSUP, MARYLAND 20794 Page or

1. DEPARTMENTIAGENCY : 2. DIVISION 3. UNIT
2 e fheoerata —

<

DEFINITION - Records Setles - A group of related records normally filed and used as & unit for refarence s

4. RECORD SERIES TITLE : 5. EARLIESY YEAR / LATETEST YEAR

v /
W ’ 75" 10
) CovpRuo

8. RECORD SERIES DESCRIPTION ( Buiefly describe the types of information/documenisfiorms found in the Serles. include the purpose or function of the Series)

well as retention and disposition purposes,

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE . 9. VOLUME
O File Orawer(s)
Leller Size O Microlilm U Alphabetical O Microfilm Reel (s)
O Computer Tape (s}
O Llegal Size a Compulet Tape a Numerical 6 'Y O Other (Speetfy)
0 Bound Book © @ Floppy Disk 0 Chronological Number
a Audio Tape O Video Tape O Geographicat 10. ANNUAL ACCUMULATION
O File Orawer (s)
0 Other (Specty) O Other (Specify) O Microfilm Reel (s)
o Computer Tape(s)
Q Other (Specify) ________
Number
11. FILE IS USED 12, FILE BECOMES INACTIVE AFTER
o Daiy O Weekly o Monthly O Month(s) a  Yeart(s)
Number
13. CURRENT LOCATION(S) (B!dg., Floor, Room) 14, 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specily agency or office)

%ﬂz a Yes @ Neo

v

15. ACCESS RESTRIGTIONS (I( yes, cite law(s) & regulation(s) 16. AUDIT REQUIREMENTS

a Yes a No

O None O Slate O Federal O independent

ML, A

describe any hardware/soltware)

19. NAME AND P% 20. TELEPHONE NUMBER ) 21. DATE
| | /6

NGS 5504 (Revised 1/93)

(-

17. 1S AN INDEX SYSTEM USED? (f yes, explain briefly and | 18. RECOMMENDED RETENTION /%,&I .
dare Porve




~ INSTRUCIIUNS - TYPE OR PRINI A SEPARATE FORM FOR EACH NEW
IEVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE {DGS 5§50.1)

P ———

1. DEPARTMENTIAGENCY

Tewteoilit CoterEy

e,

]

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O. BOX 275 - JESSUP, MARYLAND 20794

2, DIVISION

AGENCY RECORDS INVENTORY

Page of

3. UNIT

- DEFINITION - Rocords Serles - A group of related racerds normally filed and used as & unit for refsrence e

well as retention and disposition purposes,

4. RECORD SERIES TIILE

5. EARLIEST YEAR / LATETEST YEAR

fo’s

T0

8. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/documents/forms found in the Series. Include the purpose or funclion of the Sertes)

7. RECORD SERIES FORMAT(S)

0O Letter Size a Microhilm

O Legal Size a Compuler Tape
O Bound Book a Floppy Disk
a Audio lape O Video Tape

0 Other (Specily) ﬁﬁﬂﬁ%’m@

8. RECORD SERIES SEQUENCE
O Alphabetical

o Numerical

o

Chronological

o

Geographical

o

Other {Specify)

9. VOLUME
a File Drawer(s)
0 Microfilm Reel {s)
0O Compuler Tape (s}
o Other (Specify} _
Number

10. ANNUAL ACCUMULATION
O File Drawer (s)
o Mictofilm Reel {s)
a Computer Tape(s)
a Other {Specify)

Number

1. FILE IS USED 12. FILE BECOMES INACTIVE AFTER

0 Daily D Weekly G Monthly 0O Month(s) O Year(s)

Number '
13, CURRENT LOCATION(S) (Bidg., Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specily agency or office)
/ O Yes 0 No

15. ACCESS RESTRICTIONS (If yes, cite law(s) & regulation(s) 16. AUOIT REQUIREMENTé

0 Yes o No O None a Slale a Federal QO Independent

-
~

IS AN INDEX SYSTEM USED? (If yes, explain briefly and
describe any hardware/sollware)

D Yes

. RECOMMENDED RETENTION

/
20. TELEPHONE NUMBER

NGS 5504 (Nevised 1/93)

mié/wb;
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~ INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (DGS 550-1)

e e e RO~

1. DEW\R‘MEN"AGENCY

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

AGENCY RECORDS INVENTORY

P.O. BOX 275 - JESSUP, MARYLAND 20794 Page of

2, DIVISION

3. UNIT

DEFINITION - Records Serlos - A group of related recerds normally flled and used as a unit for reference as

well as retention and disposition purposses.

4. RECORD SERIES JITLE 5. EARLIEST YEAR / LATETEST YEAR
Mﬂm& M %@W\@M \93 1o

theypes of Information/documents/forms found in the Series.

Include the purpose or function of the Series)

7. RECORD SERIES FORMAT(S)

me o Microfilm

O Legal Size a Computer Tape
O Bound Book © O Floppy Disk
O Audio Tape O Video Tape

0 Other (Specily)

Y o

8. RECORD SERIES SEQUENCE 9. VOLUME

O File Drawer(s)

O Microfilm Reel (s)
D Computer Tape (s}

O Alphabeticat

o Numerical O Other {Specify)
O Chronological Number
O Geographical 10. ANNUAL ACCUMULATION

D File Drawer (s).
o Other (Specify) O Microfilm Reel (s)

a Compulet Tape(s)
O Qther (Specify)

Number

11. FILE IS USED

0 Daily O Weekly O  Monthly

12. FILE BECOMES INACTIVE AFTER

a  Month(s) a  Year(s)
Number

13. CURRENT LOCATION(S) (Bidg., Floor, Room)

#

14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (if yes. specify agency or office)

o Yes . o No

15. ACCESS RESTRICTIONS (il yes, cite law(s) & regulation(s)

O Yes 0 No

16. AUDIT REQUIREMENTS

O None a Stale O Federal O Independent

17. IS AN INDEX SYSTEM USED? (I yes, explain briefly and
descrbe any hardware/soflware)

0O Yes O No

18. RECOMMENDED RETENTION

Btz AT MWM, Tow

A
19. NAME ANW PM

20. TELEPHONE NUMBER 21. DATE /
/4% / o

0GS 550.4 {flavised 1/93)




 INSTRUCTIONS - TYPE DR PRINT A SEPARATE FORM F'OR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (DGS 550.1)

1. DEPARTMENT/IAGENCY

WM

2, DIVIBION

DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O. BOX 275 - JESSUP, MARYLAND 20794 Page of

3. UNIT

© DEFINITION - Records Serles -

A group of related records normally filed snd used as a unit for reference as

well as retention and disposition purposes,

4. RECORD SERIES TITLE

5. EARLIEST YEAR ! LATETEST YEAR

GO&'/' @,@Mﬁi ,C‘z 'Zq 10

6. RECORD SERIES DESCRIPTION ( Briefly describe the lypes of information/documents/forms (ound in the Series. Include the purpose or function of the Series)

0 Yes g No

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
O File Drawer(s)
O Leller Size O Microlilm D Alphabetical O Microfilm Reel {s)
0 Computer Tape (s}
O Legal Size a Compuler Tape a Numerical o Other (Specily)
O Bound Book QO Floppy Disk O Chronological Number
O Audio lape O Video Tape D Geographical 10. ANNUAL ACCUMULATION
0 File Orawer (s)
b il o Other (Specif, O Microfitm Reel (s)
@ Ottt (Specti) e (Specih] o Computer Tape(s)
O Other (Specily)
Number
11. FILE IS USED 12, FILE BECOMES INACTIVE AFTER
o Oaly . O Weekly a  Monthly 0 Month{s) O Yeai(s)
Number
13. CURRENT LOCATION(S) (Bidg., Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWMERE? (If yes. specily agency or office)
%g o Yes . O No
15. ACCESS RESTRICTIONS {if yes, cile law(s) & reguiation(s) 16.

AUDIT REQUIREMENTS '

O None O Slate o Federal O independent

17. IS AM INDEX SYSTEM USED? (i yes, explain briefly and
descnbe any hardware/sofiware)

O Yes o No ‘

18.

RECOMMENDED RETENTION

o

19. NAME AND mm%

_

20.

TELEPHONE NUMBER : 21. DATE /
| 7/ 74 40

NGS 550.4 (Navised 1/93)

|




~ INSERUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

PO. BOX 275 - JESSUP, MARYLAND 20794 Page o
__ _— —
1. DEPARTMENTIAGENCY 2, DIVISION 3. UNIT
(_ .

DEFINITION - Records Serles - A gioup of related records normally filed and used as a unit for reference as

well ae retention and disposition purposes.

4. RECORD SERIES TITLE

§. EARLIEST YEAR ! LATETEST YEAR

99/

8. RECORD SERIES DESCRIPTION ( Briefly describe the lypes of information/documentsiforms found in the Series. Include the purpese or function of the Senes)

7. RECORD SERIES FORMAT(S)

8. RECORD SERIES SEQUENCE

19. NAME ANWF %’M

9. VOLUME
Qa File Otawer(s)
Q Lelter Size O Microfiim O Alphabetical a Microfilm Reel (s)
O Computer Tape (s)
O Legal Size o Computer Tape o Numericat O Other (Specify)
O Bound Book O Floppy Disk O Chronological Number
0 Audio Tape O Video Tape O Geogiaphical 10. ANNUAL ACCUMULATION
Q File Orawer (s)
0 Other (Specify) D Other (Specify) O Microfilm Reel (s)
0 Computer Tape(s)
O Other (Specify)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
0 Daiy O Weekly 0 Monthly — a  Month(s) o Year(s)
Number
13. CURRENT LOCATION(S) {Bldg., Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specily agency or office)
%’é O Yes 0 No
15. ACCESS RESTRICTIONS (I yes, cite law(s) & regulation(s) 16. AUDIT REQUIREMENTS
O Yes o No O None o State 0 Federal 0 Independent
17. 1S AN INDEX SYSTEM USED? {if yes, explain briefly and 18. RECOMMENDED RETENTION . 2
descube any hardwarelsollware) m WM/
O Yes g No E a Wﬁ
20. TELEPHONE NUMBER

21. DATE

W Iet /o

NGS 550.4 (Revised 1793}




INSTRUCTIONS -- TYPE OR PRINT A SEPARATE FORM FOR EACH NEW | DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION
SCHEDULE (DGS 550-1)

7275 WATERLOO ROAD )
P.O. BOX 275 - JESSUP, MARYLAND 20794 - Page or
L—*———————_____

1. DEPARIMENTIAGENCY ’ 41

2. DJVISION 3. UNIT

DEFINITION - Records Serles - A group of related rocords normally filed and used as a unit for reference ae

well as retention and disposition purposes,

4. RECORD SERIES TITLE 5. EARLIEST YEAR { LATETEST YEAR
—/"’-- ’
W@) S ‘o

=

8. RECORD SERIES DESCRIPTION ( Brlefly describa the types of information/documentsiforms found in the Series. Include the purpose of function of the Series)

7. RECORD SERIES FORMAT(S)

8. RECORD SERIES SEQUENCE 9. VOLUME
O File Drawer(s)
Leler Size O Microfilm 0 Alphabetical O Microfim Reel (s)
' a Compuler Tape (s)
O Legal Size O Computer Tape O Numerical O Other (Specify)
0 Bound Book Q Floppy Disk O Chronological Number
@ Audio Tape O Video Tape o Geographical 16. ANNUAL ACCUMULATION

=]

O Computer Tape(s)
0O Other {Specify)

. . O File Drawer (s)
U Olher (Specily) 2 > Qg_\ﬁ Mo Other (Specily) O Microfilm Reel (s)
V y

Number

11. FILE IS USED 12, FILE BECOMES INACTIVE AFTER

D Daly O Weekly o Monthly O  Month{s) O  Year(s)

Number

13. CURRENT LOCATION{(S) (Bidg., Floor, Room) 14, S RECORD SERIES DUPLICATED ELSEWHERE? {If yes. specify agency of office)

%&é O Yes o No

15. ACCESS RESTRICTIONS (i yes, cite law(s) & regulation(s) 18. AUDIT REQUIREMEHTS

0 Yes 0 No 0 None o Slate O Federal o Independent

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and 18. RECOMMENDED RETENTION W"‘/ ﬂ wﬁém W .
descube any hardwarelsoflware) . :

. |t Tt i sy S o T
- * |of plow | Lo g

19. NAME ANWF P% 20. TELEPHONE NUMBER : 21. DATE / /

0DGS 5504 (Revised 1/93)

L

=




INSTRUCIIONS -

SCHEDULE (OGS 550-1)

I

[ ——————

—

1. DEPARTMENTIAGENCY

W

TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7275 WATERLOO ROAD
P.O. BOX 275 - JESSUP, MARYLAND 20794

2. DIVISION

S

Page Of

DEFINITION - Recotds Setlos - A g}oup of related rocords normaily filed and used ss a unit for reference se wall as retention and disposition purposes

4. RECORD SERIES TITLE

Vyeowsn

[l

§. EARLIEST YEAR / LATETEST YEAR

1
‘9 o

6. RECORD SBERIES DESCRIPTION ( Briefly describe the types of Inlormatiovdocuments/lorms found in the Series. Include the purpose or function of the Series)

7. RECORD SERIES FORMAT(S)

b’@el Size

O Legal Size

0 Microfilm

o Computer Tape

O Bound Book o Floppy Disk

0 Audio Tape 0 Video Tape

_ .
O Other (Specify) _L_D_Aaﬁ

Z

8. RECORD SERIES SEQUENCE
O Alphabetical
O Numerical

o Chronological

9. VOLUME
O File Drawer(s)}
0 Microfilm Ree! (s)
O Computer Tape (s}
O Othert (Specify)
Number

O Geographical

O Other (Specify)

10. ANNUAL ACCUMULATION
O File Orawer (s)
O Microfilm Reel (s)
O Computer Tape(s)
O Other (Specify)

Number

11, FILE IS USED 12, FILE BECOMES INACTIVE AFTER

O Daily 0 Weekly a  Monthly D Month(s) 0 Year(s)

Number
13. CURRENT LOCATION(S) (Bidg., Floor, Room} 14, 1S RECORD SERIES DUPLICATED ELSEWHERE? (il yes. specily agency of office}
g Yes O No
15. ACCESS RESTRICTIONS {If yes, cile law(s) & regulalion(s) 16. AUDIT REQUIREMENTS
'O Yes o No o None D State o Federal O Independent

17. 1S AN INDEX SYSTEM USED? (i yes, explain briefly and 18. RECOMMENDED RETENNON , % 2 W‘

describe any hardware/sofiware)

O Yes 0 No

@M’M 7(%/,«)

19.

NAME AND TITLE OF PWR
> .

20. TELEPHONE NUMBER

21. DATE

DGS §50.4 (Novised 1/93)




INSTRUCTIONS -

REVISED RECORD SERIES.
SCHEDULE (OGS 550-1)

1. DEPARTMENT/AGENCY

e Broa o]

TYPE OR PRINT A SEPARATE FORM FOR EACH NEW DEPARTMENT OF GENERAL SERVICES
FORWARD WITH RECORDS RETENTION

RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

AGENCY RECORDS INVENTORY

P.0. BOX 275 - JESSUP, MARYLAND 20794

e e ————— ———————————————

2. DIVISION

Page Of

3. UNIT

Jais

T

DEFINITION - Records Serios - A group of related records normally filed and used as a unit for refsrence as

well as retention and disposition purposes,

4. RECORD SERIES THTLE

8. RECORD SERIES DESCRIPTION ( Briafly describe the lypes of information/documants/forms found in the Series. include the purpose of funclion of the Series)

5. EARLIEST YEAR ! LATETEST YEAR

2 10

7. RECORD SERIES FORMAT(S)

8. RECORD SERIES SEGUt!ENCE 9. VOLUME

Number

d’@ver(s)
Leller Size o Microfilm 0 Alphabetical a Microfilm Reel (s}
O Computer Tape (s)
O Legal Size 0 Computer Tape a Numerical : % a Other (Specify)
O Bound Back 0 Floppy Disk Q Chronological Number
O Audio Tape O Video Tage Q Geographical 10. ANNUAL ACCUMULATION
O File Drawer (s)
O Other (Specity) O Other {Specify) O Microfiim Reel (s)
a Compuler Tape(s)
a Qlher (Specify)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
a  Daily a  Weekly o Monthly o Month(s) o Yeat(s)

13. CURRENT LOCATION(S) (Bidg., Floor, Room)

&Y

o

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

a  Yes _

(I yes. specify agency ot office)

a No

15. ACCESS RESTRICTIONS (If yes, cite law(s) & regulation(s)

g Yes g No

16. AUDIT REQUIREMENTS

O None o Slale O Federal

O independent

17. 1S AN INDEX SYSTEM USED? (If yes, explain briefly and
describe any haidwarelsollware)

O Yes 0 No

18. RECOMMENDED RETENTION

-

Fotins M«WM‘;&MG{L&) R %

o ANW P%

20. TELEPHONE NUMBER

21. DATE

’7//“7/@

DAS §50-4 (Navised 1193)




- [ IMSLROCTIONS - YYPE OR PIINT A SEPARATE FORM FOR EAGH NEW
REVISED £32CORD. S5RIES. FORWARN.WITH RECORDS RETENTION
SCHEDULE (DGS 550-1)

1. DEPARTMENTIAGENCY

2B

M:@

DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

AGENCY RECORDS INVENTORY

W

PO. BOX 275 - JESSUP, MARYLAND 20794 Page o
2. DIVisioN 3. UNIT

 DEFINITION - Records Setlos -

A group of related records normally filed and used as a unit for reference se

well as retention and disposition purposes,

4. RECORD SERIES TILE ‘

L, Y

a5

Q/WMWW

‘7Y v

5. EARLIEST YEAR ! LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Biiefly describe the lypes of Inlormanon/documenlsllorms found in the Series. Include the purpose or function of the Series)

Focno, wloeliy on, Corsopordince

7. RECORD SERIES FORMAT(S)

. DATE

7/‘//@

8. RECORD SERIES SEQUENCE 9. VOLUME
&{learawer(s)
O Lelter Size 0 Microfilm O Alphabeticat a Microfiim Reel (s)
O Computer Tape (s)
O Legal Size O Computer Tape a Numerical D O Other (Specify) _______
a Bound Book Q Floppy Disk O Chronological Number
o Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
a File Orawer (s)
} - O Other (Specif O Microfiim Reel (s)
© Offet (Speciy) (Speciy) 0 Computer Tape(s)
O Other (Specify)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
0 Qaily 0O Weekly a  Monthly o Monih(s) o  Yeai(s)
Number
13. CURRENT LOCATION(S) (Bidg., Floor, Room) 14, 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)
(//Z%é/ a  Yes . 9 No
G~
15. ACCESS RESTRICTIONS (If yes, cile law(s) & regulation(s) 16. AUDIT REQUIREMENTS
0 Yes o No o None o Slate O Federatl O Independent
17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and 18. RECOMMENDED RETENTION
describe any hardware/sollware) Wp\, 97/
0 Yes 0O No
W .
19. NAME AND IIILE OF P ARER 20. TELEPHONE NUMBER

I)(‘,S §50-4 (Revised 1/93)




14

_ INSLRULIIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED #ZCURD SERIES. FORWARD 1417i4 RECORDS RETENTION
SCHEDULE (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O. BOX 275 - JESSUP, MARYLAND 20794

1. DEPARTMENTIAGENCY '

2 DIZSION - |

AGENCY RECORDS INVENTORY

Page or

3. UNIT

- DEFINITION - Records Serles - A group of related records normally filed and used as a unit for reference as

well as retention and dlepoeition purposes.

4. RECORD SERJES TITLE

5. EARLIEST YEAR / LATETEST YEAR

10

-+

8. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/documents/forms found ln/\{e Series. Include the putpose or function of the Saries)

7. RECORD SERIES FORMAT(S)

8. RECORD SERIES SEQUENCE 8. VOLUME
Q File Orawet(s)
O Leller Size O Microlilm O Alphabetical g Microfilm Reel (s)
O Computer Tape (s)
0 Legal Size 0 Computer Tape O Numerical Q Other (Specily)
O Bound Book O Floppy Disk D Chronological Number
O Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
O File Drawer (s)
O Other (Specy) O Other {Specily) O Microfilm Reel {s)
a Computer Tape(s)
O Other (Specify)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
o Daily O Weekly O Monthly O Monih(s) o Year(s)
Number
13. CURRENT LOCATION(S) (Bidg., Flooil Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency of office)
% O Yes g No
/a
15. ACCESS RESTRICTIONS (I yes, dite law(s) & requlation(s) 16. AUDIT REQUIREMENTS
0 Yes [ O No a None O Slate O Federal 0 Independent
17. IS AN INDEX SYSTEM USED? (@, explain briefly and 18, RECOMMENDED RETENTION
descube any hardware/sofiware)
0 Yes o No
Pa
19. NAME AND WRE%M 20. TELEPHONE NUMBER 21. DATE

7/%’ /m)

NGS 550.4 (Revised 1193)




 INSTRUCTIONS - TYPE OR PIING A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FOAWARC:'A:*H RECORDS RETENTION
SCHEDULE {DGS 550-1)

]

1. DEPARTMENTIAGENCY '

Jetegceeloe Coeedn

Bocrtceon fantihars

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

AGENCY RECORDS INVENTORY

P.O. BOX 275 - JESSUP, MARYLAND 20794 Page ot

e e e e e ]

2. DIVISION 3. UNIT

DEFINITION - Records Serles - A group of related records normally filed and used as & unit for reference as

well s retention and dlsposition purpases,

4. RECORD SERIES TITLE

5. EARLIEST YEAR / LATETEST YEAR

10

8. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/documents/forms found in the Serigs. Include the purpose or function of the Series)

7. RECORD SERIES FORMM(S)A 8. RECORD SERIES SEQUENCE 9. VOLUME
a File Otawer(s)
elter Size O Microfilm O Alphabetical O Microfitm Reel (s)
O Computer Tape (s}
0O Legal Size 0 Computer Tape 0 Numerical DO Other (Specify)
0 Bound Book O Floppy Disk D Chronological Number
Q Audio Tape Q Video Tape O Geographical 10. ANNUAL ACCUMULA"ON
a File Orawer (s)
v ot . 4M O Other (Specif 0 Microtitm Reel (s)
Otter (Specty) (Speciy) a Gomputer Tape(s)
O Other (Specify)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
o Daily 0O Weekly a  Monthly O  Monihis) 0 Yearlls)

Numbet

13. CURRENT LOCATION(S) (Bldg., Floor, Room)

14, IS RECORD SERIES DUPLICATED ELSEWHERE? (Il yes. specify agency ot office}

o VYes 0o No
v
15. ACCESS RESTRICTIONS (if yes, cite law(s) & regulation{s) 16. AUDIT REQUIREMENTS
O Yes o No O None 0 Slale 0 Federal O Independent

17. 1S AN INDEX SYSTEM USED? (if yes, explain briefty and
describe any hardware/soltware)

a Yes : O No

18. RECOMMENDED RETENTION

Stten, 0oy

WM%O %}7})00%/

19. NAME AND Tll? OF PREP@?

20. TELEPHONE NUMBER

21. DATE 7/4//040

NGS 550-4 (Revised 1193}




 INSTRUCTIONS .. TYPE OR PIINT A SEPARATE FORM FOR EACH NEW DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FOFWARD $¥1\4' RECORDS RETENTION RECORDS MANAGEMENT DIVISION
SCHEDULE {DGS 550-1) : 7275 WATERLOO ROAD
I s W P.O. BOX 275 - JESSUP, MARYLAND 20794 Page o :
1. DEPARTMENTIAGENCY : 2, DIVISION 3. UNIY
] L
7 W .

DEFINITION - Records Serles - A group of related records normaily filed and used as & unit for reference as
4. RECORD SERIES TIT

. - . 5. EARLIEST YEAR / LATETEST YEAR
A tetrs WM ' 10 '

6. RECORD SERIES DESCRIPTION ( Briefly describe the lypes of Informatiorn/documents/forms found in the Series. Include the puipose or function of the Series)

well as retention and disposition purpeses,

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
O File Drawet(s)
O Letter Size a Microlim O Alphabetical O Microfilm Reel (s)
O Computer Tape ()
O Legal Size a Compuler Tape o Numerical O Othes (Spectly)
0 Bound Book * a Floppy Disk © Chronologicat Number
0 Audio Tape Q Video Tape O Geographicat 10. ANNUAL ACCUMULATION
0 File Drawer (s)
0 Other (Specity) o Other (Specify) 0 Microfilm Reel (s)
O Computer Tape(s)
0 Other (Specily)
Numbet

11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER

0 Daily 0 Weekly a  Monthly O  Month{s) 0 Year(s)
Number

13. CURRENT LOCATION(S) (Bidg., Floot, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specily agency or office)

%g a  Yes o No
vy
15. ACCESS RESTRICTIONS (if yes, cite law(s) & regulalion(s) 16

. AUDIT REQUIREMENTS

O Yes o No

0 None o Slate 0 Federal O Independent

17. IS AN IHDEX SYSTEM USED? (if yes, explain biiefly and 18. RECOMMENDED RETENTION
descnbe any hardware/soflware)

O Yes _‘ o0 No MM\/ %MJ H - ’
19. NAM‘E AND TITLE OF PRE ER | 20. TELEPHONE NUMBER : 21, DATE / .
Y ' 7/ 4/ s

NGS 5504 (Nevised 1/93)




 INSTRUCTIONS - TYPE OR PIINT A SEPARATE FORM FOR EACH NEW DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENWION RECORDS MANAGEMENT DIVISION
SCHEDULE (OGS 550-1) 7215 WATERLOO ROAD
PO. BOX 275 - JESSUP, MARYLAND 20794 Page o
1. DEPARTMENTIAGENCY 2, DIVisioN 3. UNIT

DEFINITION - Records Serles - A group ol related records normally filed and used as a unit for reference ae

well as retention snd disposition purposes,
4. RECORD S.ERIES TITLE

5. EARLIEST YEAR / LATETEST YEAR

@M Wik zets 7

8. RECORD SERIES DESCRIPTION ( Briefly descrnbe the types of information/documentsiforms found in the Series. Include the puipose or function of the Sefies)

oor 209 Ch. ity L d"—MWm -

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
a File Drawet(s)
O Lelter Size o Microfim D Alphabetical O Microfilm Reel (s)
0 Computer Tape (s}
O Legal Size o Computer Tape o Numerical O Qther (Specify) oo
D Bound Book * O Floppy Disk 0O Chronological Number
O Audio Tape O Video Tape O Geographical ' 10. ANNUAL ACCUL’ULMION
D File Drawer (s)
O Other {Spect O Other (Specif O Microfilm Reel (s)
o Specty) (Speciy) O Computer Yape(s)
O Other (Specify)
Number

11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER

o Daily 0 Weekly a  Monthly O Monih(s) g  Year(s)
Number

13. CURRENT LOCATION(S) (Bldg., Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (if yes. specify agency or office}

%gg a Yes f : o No

v

15. ACCESS RESTRICTIONS (Il yes, cite law(s) & tegulation(s) 16

. AUDIT REQUIREMENTS

0O Yes o No

o None o State O Federal O Independent

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and 18
descnbe any hardwarelsoflware)

O Yes__ o No Qmm//b V'Q r b
19. NAME ANW PI%M 20. TELEPHONE NUMBER 21. DATE

0GS 550.4 (finvised 1/93)

r

. RECOMMENDED RETENTION

2/05 /s

— _ ]




INSTRUCTIONS - TYPE GR PRINT A SEPARATE FORM FOR EACH NEW
REVISED AECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (DGS 550-1}

1. DEPARTMENT/AGENCY

e —

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.0. BOX 275 - JESSUP, MARYLAND 20794

2. DIVISION

e ———

AGENCY RECORDS INVENTORY

Page ot

e R RRRBrRRRRRRrRT_EDRSmmimmREwR|
e ——————————————

3. UNIT

DEFINITION - Records Serles - A group of related racords normally flled and used as a unit for reference as

well as retention and disposition purposes.

4. RECORD SERIES TITLE

5.  EARLIEST YEAR / LATETEST YEAR

(G2 1o

8, RECORD SERIES DESCRIPTION ( Briafly describe the types of Informationvdocuments/forms found in the Serles. Include the purpose or function of tha Series)

7. RECORD SERIES FORMAT(S)

O Leller Size O Microfilm

O Legal Size o Computer Tape

D Bound Book O Floppy Disk

8. RECORD SERIES SEQUENCE
O Alphabetical
O Numerical

O Chronological

9. VOLUME
O File Drawer(s)
O Microfiim Reel {s)
0 Compuler Tape (s)
g Other {Specify)
Number

0 Audio Tape O Video Tare O Geographical 10. ANNUAL ACCUL?ULATION

o File Drawer (s)

O Other (Specily) D Other (Specify) g Microfim Reel (s)
a Computer Tape(s)
O Qlher {Specify)

Number
11, FILE IS USED 12. FILE BECOMES INACTIVE AFTER
o Daily 0  Weekly a  Monthly g Month(s) o Year(s)

Number

13. CURRENT LOCATION(S) (Bidg., Floot, Room)

.

O Yes _

14. IS RECORD SERIES OUPLICATED ELSEWHERE?

(if yes. specify agency or office)

o No

15. ACCESS RESTRICTIONS (If yes, cile law(s) & regulalion(s)

O Yes

o No

-

6. AUDIT REQUIREMENTS

o None 0 State

O Federal

O Independent

17. 1S AN INDEX SYSTEM USED? (If yes, explain briefly and

19. NAME AND IWREsz z

18. RECOMMENDED RETENTION
descnbe any hardware/sollware) W .
o | e | P e dedling
20. TELEPHONE NUMBER

21. DATE ‘7/)?/0‘0

NGS 550-4 {Revised 1/93)




INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EAGH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE [DGS 550-1) )

———

1. DEPARIMENTI/AGENCY ’

— .
e

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

AGENCY RECORDS INVENTORY

P.O. BOX 275 - JESSUP, MARYLAND 20794

- Page or .

S e ———

2. DIVISION

DEFINITION - Records Serles - A group of related records normaily filed and used as & unit for reference as

well as retention and disposition purposes.

4. RECORD SERIES TITLE

OFpA 20 7%%«»

5. EARLIEST YEAR / LATETEST YEAR

10

8. RECORD SERIES DESCRIPTION ( Briefly describe the lypes of Informatiorvdocumenis/iorms found in the Series. Include the putpose or function of the Saries)

3. UNIT

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQITENCE 9. VOLUME
QO File Drawer(s)
O Leller Size O Microfiim O Alphabeticai Q Microfilm Reet (s)
g Computer Tape (s)
O Legal Size O Computer Tape O Numerical a Other {Specily)
O Bound Book O Floppy Disk Q Chronologicat Number
O Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
a File Orawer (s)
O Other {Specily) /- ) Aens O Other (Specily) O Microfiim Reel (s)
V4 o Computer Tape(s)
Q Other (Specify)
Number
11. FILE 1S USED 12. FILE BECOMES INACTIVE AFTER
o Daily o Weekly O Monthly o Month(s) a  Years)

Number

13. CURRENT LOCATION(S) {Bidg., Floor, Room)

‘B

14. IS RECORD SERIES DUPLICATED ELSEWHERE? (if yes. specify agency or office)

0 Yes _

o No

15. ACCESS RESTRICTIONS (If yes, cile law(s) & regulation(s}

O Yes

o No

16. AUDIT REQUIREMENTS

O None o Slate Q Federal O Independent

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and
describe any hardwarelsollwate)

Q Yes

18. RECOMMENDED RETENTION )2, Toeri 4, }u,,,,,.ﬂ,o,/ W
\ e, o e

19. NAME AND TiLE goAP

20. TELEPHONE NUMBER

21. DATE 7//9/0‘a

NGS 5504 (Ravised 1/93)




- INSTRUCIIONS -
REVISED RECORD SERIES.
SCHEDULE (0GS 550-1)

TYI'E OR PRUNT A SEPARATE FORM FOR EACH NEW
FORWARD WITH RECORDS RETENTION

RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O. BOX 275 - JESSUP, MARYLAND 20794

1. DEPARTMENT/AGENCY

WM—M

-

2. DIVISION

DEPARTMENT OF GENERAL SERVICES

e

AGENCY RECORDS INVENTORY

Page of

e R RRRBBRinE S,

TR

3. UNIT

DEFINITION - Records Series .

A group of related recorde normally fled and used as & unit for reference as

well as retention and disposition purposes.

4. RECORD SERIES TITLE

\

Patbogene

5. EARLIEST YEAR / LATETEST YEAR

10

172

8, RECORD SERIES DESCRIPTION ( Briefly describe the lypes of informalion/documenis/forms found in the Serles. Include the puipose of function of the Searies)

\OhZ

1. RECORD SERIES FORMAT(S)

8. RECORD SERIES SEQUENCE

describe any hardware/sofllware)

O Yes No

9. VOLUME
O File Drawel(s)
O Leller Size Q Microfilm a Alphabeticai a Microfilm Reel (s)
O Compuler Tape (s}
O Legal Size Q Computer Tape a Numerical a Qther (Specify)
O Bound Bock a Floppy Qisk O Chronological Number
O Audio Tape O Video Tape Q@ Geographical 10. ANNUAL ACCUMULATION
O File Orawer (s)
o on it O Other (Specif a Microfilm Reel {s)
et (Specily) (Specity o Computer Tape(s)
Q Qther (Specify)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
o Daily O Weekly Q0 Monthly a  Monlh(s) a  Yeal(s)
Number
13. CURRENT LOCATION(S) (Bldg.. Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? ()l yes, specify agency or office)
%g o Yes | o No
'z
15. ACCESS RESTRICTIONS (if yes, cile law(s) & regulalion(s) 16. AUDIT REQUIREMENTS
O Yes o No O None O Slate 0 Federal O Independent
17. 1S AN INDEX SYSTEM USED? (If yes, explain briefly and 18. RECOMMENDED RETENTION

T

,uI'
s @m‘%wﬂwm mmm o
Jad ijmmww;wmwomw Then s IF;;,

19, NAME AND TITLE OF PREPARER

e

¥

20. TELEPHONE NUMBER

21 DATE

7//4///-a

NGS 5504 (Revised 1/93)




INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW

REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

AGENCY RECORDS INVENTORY

P.0. BOX 275 - JESSUP, MARYLAND 20794

e e

1. DEPARTMENT/AGENCY

WM%

2. DIVISION

Page of

3. UNIT

DEFINITION - Recorda Serlas -

A group of related records normally filed and used as & unit for reference as

well ae retentfon and disposition purposes.

4. RECORD SERIES "TLW /

5. EARLIEST YEAR / LATETEST YEAR

V&m’_m____

ﬂ

4 P2y I,

8. RECORD SERIES DESCRIP"ON { Bﬂeﬂy describa the types of informatiorn/documenis/forms found In the Series. Include the purpose or funclion of the Series)

7. RECORD SERIES FORMAT(S)

8. RECORD SERIES SEQ\TENCE

9, VOLUME
Q File Drawet(s)
O Leller Size O Microfilm QO Alphabetical a Microfilm Reel (s)
O Compuyter Tape (s}
D Legal Size o Computer Tape a Numerical o Qther (Specify)
O Bound Book O Floppy Disk O Chronological Number
O Audio Tape o Video Tage O Geographical 10. ANNUAL ACCUMULATION
O File Orawer (s)
ool i O Other (Specif O Microfilm Reel (s)
et (Speciy) (Specily a Computer Tape(s)
a Olher {Specify)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
D Daiy O Weekly O Monthly 0 Month{s) a  Yeals)
Number
13. CURRENT LOCATION(S) (Bldg., Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)
%g O Yes _ a No
15. ACCESS RESTRICTIONS (If yes. cite law(s) & regulation(s) 16. AUDIT REQU!REMENI’S
a Yes o No O None O Stale O Federal O Independent
'\
17. 1S AN INDEX SYSTEM USED? (If yes, explain briefly and | 18. RECOMMENDED RETENTION &:@”N ij@w A
describe any hardwatel/sollware) P\ : b é{ Z z
a Yes A O No é/&
19, NAME AN OF 20. TELEPHONE NUMBER

21. DATE 7 // 1/ /(H)

)5S §50-4 (Nnvised 1/93)




D

INSTRUCTIONS .- TYPE OR PRINT A SEPARATE FORM FOR EACH NEW

REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE [DGS 550-1)

L

1. DEPARTMENTIAGENCY

WWW

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.0. BOX 275 - JESSUP, MARYLAND 20794

2. DIVISION

Fhecrarifyoarctrote

AGENCY RECORDS INVENTORY

Page of

3. UNIT

DEFINITION - Records Serles

«+ A group of related recards normally filed and used as a unit for reference ae

well as retention and disposition purpotes.

4. RECORD SERIES TITLE

y o

5. EARLIEST YEAR / LATETEST YEAR

T0

8. RECORD SERIES DESCRIPTION ( Briefly describe the lypes of informatior/documents/forms found in the Serles. Include the purpose or function of the Saries)

@(vcm’n/m@ Orod 06AGany Cosaprrdinnes | W“M i
Mufoco&/mwaw MW R wa‘/ Apyente) W"Z‘;’”

7. RECORD SERIES FORMAT(S)

8. RECORD SERIES SEQUENCE

2

9. VOLUME
QO File Drawer(s)
O Leller Size o Miciofilm O Alphabetical O Microfilm Reet (s)
O Comouter Tape (s}
D Legal Size o Computer Tape O Numerical o Other {Specify)
O Bound Book O Floppy Disk O Chronological Number
o Audio Tape O Video Tape O Geographicat 10. ANNUAL ACCUMULATION
o File Orawer (s)
O Other (Specif O Other (Specif O Microfilm Reel (s)
Othe (Specy) (Specily) o Computer Tape(s)
O Other {Specify) ____
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
o Daily O Weekly o Monthly a  Monlh(s) o Year(s)
Number
13. CURRENT LOCATION({S) (Bidg.. Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (I yes. specily agency of office)

o Yes |

descrbe any hardware/sollware)

0 Yes

o No

o No
/.
15. ACCESS RESTRICTIONS (I yes, cile law(s) & regulation(s) 16. AUDIT REQUIREMENTS
O Yes o No g None O Slate a Federal O Independent
17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and 18. RECOMMENDED RETENTION

20. TELEPHONE NUMBER

06GS §50-4 {Ravised 1/9))

% Ho A Hele Bechrso




INSTRUCTIONS - TYIE OR PRINT A SEPARATE FORM FOR EACH NEW

REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE {0GS 550-4)

DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION
7275 WATERLQO ROAD

AGENCY RECORDS INVENTORY

P.0. BOX 275 - JESSUP, MARYLAND 20794

1. DEPARTMENT/AGENCY

Wm«ﬂ/(»—u’%

—

2. DIVISION

Page

of

e T T B R Ew,..,
e —

3. UNIT

DEFINITION - Records Serlos -

A group of related recorde nomally filed and used as a unit for reference ae

well a8 retention and disposition purpesaes.

4. RECORD SERIES TITLE

5. EARLIEST YEAR / LATETEST YEAR

10

8. RECORD SERIES DESGRIPTION ( Briafly describe the types of Information/documents/forms found in the Serigs. Include the puipose of function of the Saries)

plR Qg pleect Koo Gacgen

7. RECORD SERIES FORMAT(S)

8. RECORD SERIES SEQUENCE

9. VOLUME
0 File Drawer(s)
O Lelter Size O Microlilm O Alphabetical O Microfitm Reel (s)
o Comoputer Tape (s}
O Llegal Size o Computer Tape O Numerical a Other (Specily)
O Bound Book a Floppy Disk a Chronological Number
O Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
O File Drawer (s)
D Other {Specily) O Other {Specify) O Microfilm Ree! (s)
a Computer Tape(s)
O Other {Specify)
Number
1. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
o Daily O Weekly O Monthly a  Month(s) a  Year(s)
Number
13. CURRENT LOCATION(S) (Bldg., Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? ({If yes. specify agency or office)
\
(%é O VYes a No
15. ACCESS RESTRICTIONS (if yes, cile taw(s) & regulation(s) 16. AUDIT REQUIREMENTS
o Yes o No O None O Stale O Federal 0O Independent
17. IS AN INDEX SYSTEM USED? ({If yes, explain briefly and 18. RECOMMENDED RETENTION
describe any hardwate/soflware) M/w e Cnd
O Yes o No (nndiX ) /pw Jer) /mbq’ ‘
..
19. NAME AND WR% 20. TELEPHONE NUMBER 21. DATE / /
L 7/

~

DGS 550.4 (Ravised 1/93)




INSTRUCSIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW

REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (OGS 550-1)

—t—

1. DEPARTMENT/AGENCY

—————

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O. BOX 275 - JESSUP, MARYLAND 20794

2. DIVISION

W

AGENCY RECORDS INVENTORY

Page of )
m

3. UNIT

DEFINITION - Records Sarles -

A group of related records normaily filed and used as & unit for reference as

woll as retention and dispoeltion purposes,

4. RECORD SERIES TTLE

el Telgohene /522

5. EARLIEST YEAR / LATETEST YEAR

72 1082¢-00)

6. RECORD SERIES DESCRIPTION ( Briefly describe the lypes of informatiorvdocuments/lorms found in the Serles

. Include the purpose or function of tha Searies)

7. RECORD SERIES FORMAT(S)

9. RECORD SERIES SEQUENCE

3. CURRENT LOCATION(S) (BIdg., Fioor, Room)

P

9. VOLUME
a File Drawer(s)
a Leller Size a Microfiim G Aiphabetical O Microfilm Reel (s)
O Computer Tape (s)
O Llegal Size O Computer Tape a Numerical a Other (Specily)
D Bound Bock a Floppy Disk a Chronological Number
G Audio Tape O Video Tape a Geographical 10. ANNUAL ACCUMULATION
O File Drawer (s)
o Ot if O Other (Specif 0 Microlilm Reel {s)
Other {Specty) (Specily a Computer Tape(s)
O Olher (Specify)
Number
11, FILE IS USED 12. FILE BECOMES IRACTIVE AFTER
o Daily 0 Weekly O Monthly g Month(s) a  Yeas)
Number
1

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

a  Yes |

(il yes. specily agency ot office)

o No

-

5. ACCESS RESTRICTIONS (If yes, cile law(s) & regulation(s}

0 Yes

0 No

16. AUDIT REQUIREMENTS

O None 0 Slate o

Federal O Independenl

-

7. IS AN INDEX SYSTEM USED? (If yes, explain briefly and
describe any hardwarel/sofllware)
O Yes

0O No

18. RECOMMENDED RETENTION

Prtic

Mwﬁ%% St, Ly o,

18,

NAME Augmz oF %

20. TELEPHONE NUMBER

21. DATE 7 /A{ /M

DGS 550-4 (Ravised 1/93)




 INSTAYCIIONS *- TYPE OR PRINI A SEPARATE FORM FOR EAGH NEW
REVISED RECORO SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (DGS 550-1)

1. DEPARTMENT/AGENCY '

ZtessTh o

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O. BOX 275 - JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

Page of

3 UNIY

* DEFINITION - Recorde Serles - A group of related recor

de normally filed and used as a unit for reference

waell as retention and disposition purpoees.

4. RECORD SERIES TITLE

BelBs st

\ 0 gL~ (A el wwW

5. EARLIEST YEAR / LATETEST YEAR

ga

T0

8. RECORD SERIES DESCRIPTION ( Brieflly describe the types of |

n!orTation/documenlslloxms found in the Series. Include the purpose or function of tha Series)

7. RECORD SERIES FORMAT(S)

8. RECORD SERIES SEQUENCE

Number

9. VOLUME
a File Drawer(s)
O Leller Size 0 Microlim O Alphabetical 0 Microfilm Reel (s)
O Computer Taoe (s)
0 Legal Size O Computer Tape a Numerical o Other (Specdy) o
0 Bound Book O Floppy Disk O Chronological Number
a Audio Tape Q Video Tape O Geogrephical 10. ANNUAL ACCUMULATION
a File Orawer (s)
o Other (Spectly) O Other (Specify) a Microfilm Reel (s)
a Computer Tape(s)
Q Other (Specify)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
0 OQaly O Weekly O Monthly O  Monlh{s) 0 Year(s)

13. CURRENT LOCATION(S) (Bldg.. Floor, Room)

14. IS RECORD SERIES DUPLICATED ELSEWHERE?

{If yes. specify agency or olfice)
1}
S ‘o Clit 5 Yes O Mo
16, ACCESS RESTRICTIONS (if yes, cite law(s) & regulation(s) 16. AUDIT REQUIREMENTS
O VYes D No 0 None O State O Federal O Independent

17. IS AN INDEX SYSTEM USED? (If yes, explain briefty and
descrbe any hardware/soltware)

O Yes

18, RECOMMENDED RETENTION m

Lo

ALY Al aco .
I

Lo Toromen slgoc s
HW/’C@MC"%?’

20. TELEPHONE NUMBER

e

NGS 550-4 (Ravised 1/93)




]

 INSTRUCTIONS .- TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (DGS 550-1)

1. DEPARTMENT/AGENCY

WMM@—%

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD '
P.O. BOX 275 - JESSUP, MARYLAND 20794 Page of .

2. DIVISION

3. uNir

DEFINITION - Records Serles - A gioup of related records normaily filed and used as a unit for reference as wall as retention and disposition purpeses.

4. RECORD SERIES TITLE

Ble Lo/ Btue Yot ogf®

§. EARLIEST YEAR / LATETEST YEAR

T0

8. RECORD SERIES DESCRIPTION ( Briefly describe the lypes of information/documents/forms found in the Series. Include the puipose o function of the Series)

7. RECORD SERIES FORMAT(S)

8. RECORD SERIES SEQUENCE

8. VOLUME
O File Drawer(s)
O Lelter Size a Microlilm O Alphabetical O Microfilm Reel (s)
O Computer Tape {s)
o Legal Size a Computer Tape o Numerical O Other (Specly} _______
0O Bound Book O Floppy Disk a Chronological Number
O Audio Tape 0O Video Tape O Geographical 10. ANNUAL AccUB?ULAﬂON
O File Orawer (s)
; Microfilm Reel (s}
U Other (Spect O Other (Speci o
et (Speciy) (Specty) O Computer Tape(s)
O Other {Specify)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
o Daily O Weekly o Monihly O Month(s) o Year(s)

Number

13. CURRENT LOCATION(S) (Bldg.. Floor, Room)
%‘VO Cleatxr

14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specily agency o office)

- — a Yes . @ No
15. ACCESS RESTRICTIONS (If yes, cite law(s) & regulation(s) 16. AUDIT REQUIREMENTS
O Yes o No D None o Slate g Federal 0 Independent

17. 1S AN INDEX SYSTEM USED? (if yes, explain briefly and
describe any hardwarelsofllware)

O Yes O No

18. RECOMMENDED RETENTION

Tz b/@%ﬁ& aid ) o

19. NAME AND TITLE z PREPAREE t

20. TELEPHONE NUMBER

"l

0GS 5504 Nevised 1/93)

|




 INSTRUCIIONS .. 1YPE Ot PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION

SCHEDULE {DGS 550-1)

1. DEPARTMENT/AGENCY '

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

P.O. BOX 275 - JESSUP, MARYLAND 20794 Page o
2, DIVISION 3. UNIT

W/_/.

- DEFINITION - Recorde Serlos + A group of related records normastily filed and used as a unit for reference e

weil as retention and disposition purposes.

4. RECORD SERIES TITLE

Croctst Frin Repets

§. EARLIEST YEAR / LATETEST YEAR

yAY

T0

8. RECORD SERIES DESCRIPTION ( Brieflly describe the types of information/documents/iorms found in the Series. include the puipose or function of the Series)

72%,% lerdid Uron 2

7. RECORD SERIES FORMAI(S)

B. RECORD SERIES SEQUENCE

9. VOLUME
O File Orawer(s)
a Lelter Size O Microfitm O Alphabetical D Microfilm Reel (s)
O Computer Taoe (s}
O Legal Size O Compuler Tape o Numerical a Other (Specty)
© Bound Book o Floppy Disk © Chronological Number
O Audio Tape O Video Tape Q Geographical 10. ANNUAL ACCUMULATION
o File Drawer (s)
O Other {Spect O Other (Speci O Microfilm Reet s)
et (Speciy) (Specily) O Computer Yape(s)
a Other (Specify)
Number
11. FILE IS USED 12, FILE BECOMES INACTIVE AFTER
o Daily O Weekly O Monthly e D Month(s) o0 Year(s)
Number
13. CURRENT LOCATION(S) (Bldg., Floor, Room) 14, 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specily agency or office)
) .
é%% 0 Yes .0 No
15. ACCESS RESTRICTIONS (if yes, cite law(s) & regulation(s) 16. AUDIT REQUIREMEI_"S
O Yes o No a  None a Slate O Federal O Independent
17. 1S AN INDEX SYSTEM USED? (If yes, explain briefly and 18. RECOMMENDED RETENTION . N
descube any hardware/soflware) MW d""\d’ “7‘&“ / /w'u
O Yes D No 5}_2/:,
20. TELEPHONE NUMBER

19. NAME We o%%

21. DATE 7 //7 /o")

NGS 5504 (Revised 1/93)




— e
e ——

1.

_ INSINUCTIONS .- TYPE ON PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORO SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (UGS 550-1)

DEPARTMENT/AGENCY

DEPARTMENT OF GENERAL SERVICES

Page of )

1. DIViSION

AGENCY RECORDS INVENTORY
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275 - JESSUP, MARYLAND 20794

DEFINITION - Records Seties - A group of related records normally filed and used as & unit for reference as

well as retention and disposition pyrposes.

4. RECORD SERIES TITLE 57,)/1 W ﬁ/ W

5. EARLIEST YEAR / LATETEST YEAR

10

8. RECORD SERIES DESCRIPTION ( Bulefly describe the types of information/documentsfforms found in the Series. Include the puipose of function of the Series)

1. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
QO File Orawer(s)
O Leller Size O Microlilm O Alphabetical a Microfim Reel (s)
O Computer Tape (s}
O Legal Size D Computer Tape o Numerical O Other (Specily)
Q Bound Book O Floppy Disk D Chronological Number
a Audio lape a Video Tape a Geogtaphical 10. ANNUAL AcchLAnon
a File Orawer {s)
oot et O Other (Specit Q9 Microlilm Reel (s)
et (Specty) (Speciy) o Computer Tape(s)
O Other (Specify)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
o Daily o Weekly a  Monthly O Month{s) o Yeals)
Numbert
13. CURRENT LOCATION(S) (Bldg., Floor, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specily agency ot office)
C%Z/ g Yes 0 No
15, ACCESS RESTRICTIONS {f yes, cite law{s) & regulation{s) 16. AUDIT REQUIREMENTS
o Yes o No o None 0O State D Federal O Independenl
17. IS AN INDEX SYSTEM USED? (I yes, explain briefly and 18. RECOMMENDED RETENTION . 2 ;ﬂ J/ 42 Q %
descnbe any hardwaie/soflware) X Qen -
‘ M o - @ .
O Yes g No O\»%I'“‘ ./t,%w 7&/“‘* A2
19. NAME ANQ. TITLE OF 'ARER 20. TELEPHONE NUMBER 21. DATE
'Y v
L —

DGS 550.4 (Revised 1193)




_ INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW | DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION
SCHEDULE {DGS 550-1) 7275 WATERLOO ROAD
P.O. BOX 275 - JESSUP, MARYLAND 20794 Page of
1. DEPARTMENTIAGENCY ' 2. DIVISION 3. UNIT

DEFINITION - Records Setias - A group of related records normally filed and used as & unit for reference ae well ss retention and dieposition purpoese,

4. RECORD SERIES TIT, ¢ - 5. EARLIEST YEAR ! LATETEST YEAR
e @W 73 o

8. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/documentsfforms found in the Seties. Include the purpose of function of the Saies)

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
) Qa File Drawer(s)
O Leller Size O Microlim O Alphabetical a Microfilm Reel (s)
0 Computer Tape (s}
D Legal Size o Compuler Tape o Numerical a Other (Specify)
0 Bound Book * O Floppy Disk o0 Chronological Number
O Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
0 File Drawer {s)
a Other (Specily) O Other (Specify) 0 Microfitm Reel {s)
0 Computer Tape(s)
O Other {Specify)
Number

11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER

0 Daily 0 Weekly a  Monthly a  Monlhs), a  Yeatqs)

Number

13. CURRENT LOCAFION(S) (Bldg., Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (if yes. specily agency or oflicel

é%p& O Yes . g No

5. ACCESS RESTRICTIONS (If yes, cite law(s) & tegulation(s) 16. AUDIT REQUIREMENTS

-

O Yes O No

a None a Slate g Federal g independent

17. IS AN INDEX SYSTEM USED? (if yes, explain briefly and 18.

RECOMMENDED RETENTION . ¢
describe any hardware/sofiware) //WA/ ) ib /LQA«WM ,

O Yes D No

19. NAME AND TITLEYOF PREP 20. TELEPHONE NUMBER . : 21. DATE / -
| /1450

NGS 550-4 (Nevised 1/93)




 IHSTRUCTIONS .- TYPE OR PIINY A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE {DGS 550-1)

T ————
1. DEPARTMENTIAGENCY ’

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

AGENCY RECORDS INVENTORY

e ctratz —

P.O. BOX 275 - JESSUP, MARYLAND 20794 Page of
2, DIVISION 3. UNIT

L~

DEFINITION - Recards Serles - A group of related racords normally fited snd used as & unit for refsrence as

well as retantion and disposition purposes,

4. RECORD SIERIES TITLE

e

Aipptocrtiol Gro,

5. EARLIEST YEAR / LATETEST YEAR

T0

AFARC

8. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/documentis/forms found in the Series. Include the purpose of funclion of the Series)

7. RECORD SERIES FORMAT(S)

8. RECORD SERIES SEQUENCE

8. VOLUME
a File Orawet(s)
QO Lelter Size O Microlilm O Alphabetical O Microfilm Reel (s)
) O Computer Tape (s}
O Legal Size O Compuler Tape o Numerical O Other (Specty)
O Bound Book Qa Floppy Oisk 0O Chronological Number
o Audio Tape O Video Tape O Geogtaphical 10. ANNUAL ACCUMULATION
O File Orawer (s)
0 Other (Spect O Other (Specit O Microfilm Reel (s)
o {Specty) (Specity a Computer Tape(s)
O Other (Specify)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
0 Daily D Weekly o Monthly O Month{s) 0 Year(s)
Number
13. CURRENT LOCATION(S) (Blidg., Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (it yes, specify agency of office)
é%é v O Yes 0 No
15. ACCESS RESTRICTIONS {if yes, cile law(s) & reguiation(s) 16. AUDIT REQUIREMENTS
O VYes a No a  None a Slale O Federal D Independent
17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and 18. RECOMMENDED RETENTION ﬁg ﬁi . N an /m)
describe any hardware/sollware) ML 4
0O Yes D No Mﬂ’g
/)
19. NAME AND IWREW 20. TELEPHONE NUMBER 21. DATE

7/ /i

DGS 550-4 (Mavised 1/93)




_ INSTRUCTIONS - TYIE OR PIUNS A SEPARATE FORM FOR EACH NEW

1. DEPARTMENT/AGENCY ' 2, DIVISION

Deptce it B CotlR | Fheaean

ODEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION
SCHEDULE (0GS 550-1) 7275 WATERLOO ROAD
’ £O. BOX 275 - JESSUP, MARYLAND 20794 Page ot

3. UNIv

DEFINITION - Records Serles - A group of related racords notmally filed and used as a unit for reference ae well as retention and disposition purposes.

4. RECORD SERIES TITLE ? %/

§. EARLIEST YEAR / LATETEST YEAR

b0 10

8. RECORD SERIES DESCRIPTION ( Briafly describe the types of information/documenistiorms found in the Series. Include the putpose or function of the Series)

7. RECORD SERIES FORMAT(S)

8. RECORD SERIES SEQUENCE

elter Size 0 Microlilm O Alphabetical
O Legal Size O Computer Tape 0 Numerical
a Bound Book - O Floppy Disk 0 Chronological
O Audio Tape a Video Tape O Geographical

9. VOLUME
a File Drawer(s)
o Microfilm Reel (s)
O Computet Tape (s)
o Other (Spectly)
Number .

10. ANNUAL ACCUMULATION
a File Orawer (s)
a Microfilm Reel (s)

U Other (Specily) _/ JM \%4/&1/ o Other (Specify)

O Computer Tape(s)
a Other {Specify)

Number

11. FILE IS USED

0 Daily 0O Weekly O Monthly
Number

12. FILE BECOMES INACTIVE AFTER

O Month(s) a  Yeat(s)

13. CURRENT LOCATION(S) (Bidg., Floor, Room)

o No

14, 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specify agency or office)
%@- g Yes .

0O Yes o No

a None

15. ACCESS RESTRICTIONS (If yes, cite law(s) & regulation(s) 16. AUDIT REQUIREMENTS

17. 1S AN INDEX SYSTEM USED? (Il yes, explain briefly and
describe any hardwarelsollware)

18. RECOMMENDED RETENTION

Q Federal O independent

) Retain until updated or

O Yes___ o No W%\‘(fmj’%

superceded, then destroy

19. NAME AND T, PR

D J/)

20. TELEPHONE NUMBER

21. DATE 7 // Z/ /M

NGS 5504 (Revised 1/93)




_INSTRUCTIONS - TYPE OR PRINI A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCMEDULE (DGS 550-1)

1. DEPARTMENT/IAGENCY

WMM

'DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.0. BOX 275 - JESSUP, MARYLAND 20794

2, DMNONE ! W

AGENCY RECORDS INVENTORY

Page of

3. UNIT

DEFINITION - Records Serles - A group of related records normaily filed and used as a unit for refarence as

well as retention and disvposition purpeses.

4. RECORD SERIES TITLE

P byate Reppn

5. EARLIEST YEAR ! LATETEST YEAR

14930

\

o e Pl
Chlede Regutee

8. RECORD SERIES DESCRIPTION ({ Briefly describe the lypes of information/documenisfiorms found in the Series. Include the purpose of function of the Series)

AFrfre

7. RECORD SERIES FORMAT(S)

a Leller Size a Microfim

O Legal Size a Compuler Tape

D Bound Book Q Floppy Disk

O Audio Tape O Video Tape

CPD Yrendoco

Q Other (Specily)

8. RECORD SERIES SEQUENCE 9. VOLUME
a File Oraweir(s)
O Alphabetical O Microfilm Reel (s)
O Computer Tape {s)
g Numerical Q Othes (Specidy)
D Chronological Number

O Geographical 10. ANNUAL ACCUMULATION
o File Orawer (s)
O Micsofilm Reel (s)
a Computer Tape(s)

O Other (Specify) —_—

o Other {Specify)

describe any hatdware/soflware)

a Yes

o No

Number

11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER

0 Daily O Weekly O Monlhly O Monlh(s) a  Years)

Number
13.,CURRENT LOCATION(S) (Bidg., Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency ot office)
)ﬂ A '09/7& o Yes g No
Qagi-

15. ACCESS RESTRICTIONS (if yes, cile law(s) & regulation(s) 16. AUDIT REQUIREMENTS

o0 Yes o No 0 None o Slale 0 Federal 0 Independent
17. IS AN INDEX SYSTEM USED? (If yes, explain brielly and 18. RECOMMENOED RETENTION

" Mﬂhdwwww%@%

Lw. NAME An%@‘%r %M'

20. TELEPHONE NUMBER

Dosa) cpst HM
21. DATE 7 /l/ /M

NGS 550.4 (Revieed 1193)




SCHEDULE {DGS 550-1)

1. DEPARTMENTIAGENCY

 INSTRUCTIONS .- TYPE OR PIING A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION

ODEPARTMENT OF GENERAL SERVICES

2. DIVISION

Rbcnin o

AGENCY RECORDS INVENTORY
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.Q. BOX 275 - JESSUP, MARYLAND 20794

Page of

3. UNIT

DEFINITION - Records Serlos - A group of related records noimally filed and used as a unit for referance as well as retention and disposition purpeses,

4. RECORD SERIES TITLE

[Dect g%

§. EARLIEST YEAR ! LATETEST YEAR

(94 o

8. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/documents/forms found in the Series. Include the purpose or function of the Series)

describe any hardware/software)

0 Yes - O No

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
O File Dtawer(s)
O Lelter Size o Microlilm O Alphabeticat O Microfilm Reel (s}
o Compuler Tape (s}
O Legal Size a Compuler Tape a Numerical a Other (Speciy)
O Bound Book O Floppy Disk 0 Chronological Number
O Audio Tape o Video Tape O Geographical 10. ANNUAL ACCUMULATION
< ’ 0 File Drawer (s)
0 Othet (Spectly) - AQA.» O Other (Specify) a Microfitm Reet (s)
0 Computes Tape(s)
L[ \( M a Other (Specify)
' Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
0 OQaily O Weekly O Monlhly O  Month{s) o Year(s)
Number
13. CURRENT LOCATION(S} (Bldg., Floor, Room) 14, 1S RECORD SERIES DUPLICATED ELSEWHERE? (Il yes, specify agency ot office)
Yot o v R
'y
'v
15. ACCESS RESTRICTIONS (If yes, cite law(s) & teguiation(s) 16. AUDIT REQU!REMENTS
O Yes o No a None a Slale O Federal O independeni
17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and 18. RECOMMENDED RETENTION

Wm mwm,mm/w&

20. TELEPHONE NUMBER

21. DATE 7//(//01)

DGS 5504 (Mevised 193)




R usmvcno'as TYPE OR PIINI A SEPARATE FORM FOR EACH NEW DEPARTMENT OF GENERAL SERVICES
* REISED RECORD SEMIES. FORWARD WITH RECORDS RETENTION

AGENCY RECORDS INVENTORY

RECORDS MANAGEMENT DIVISION .
SCHEDULE (OGS 550-1) 7275 WATERLOO ROAD
P.O. BOX 275 - JESSUP, MARYLAND 20794 Page or
1. DEPARTMENT/AGENCY

2, CIVisioN

DEFINITION - Records Serles - A group of related records normaily filed and used as ¢ unit for refetence as
4. RECORD SERIES NTLE

well s retention and disponition purposes,

5. EARLIEST YEAR / LATETEST YEAR

Q/EV?} ' 25 10

8. RECORD SERIES DESCRIPTION ( Briefly describe the lypes of informationvdocumenistorms found in the Series. Include the puipose or function of the Series)

Doviesy

7. RECORD SERIES FORMAT(S)

8. RECORD SERIES SEQUENCE 9. VOLUME
a File Orawer(s)
O Leller Size 0 Microlilm O Alphabetical Q0 Microfilm Reel (s)
0 Computer Tape (s)
O Legal Size o Compuler Tape 0 Numerical 0 Other (Specdy)
O Bound Book © O Floppy Disk D Chronological Number
o i O Video T D Geographical 10. ANNUAL ACCUMULATION
Audio Tape ideo Tape grap o File Drawe (5)
Q Other (Specit O Other (Specif O Microfilm Reel (s)
Ottet (Speciy) (Speci) o Computes Tape(s)
a Other {Specify)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
0 Daly O Weekly 0 Monlhly 0 Month(s) a  Yeals)

Number

13. CURRENT LOCATION(S) {Bidg., Floot, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

(if yes. specily agency or office)
%ﬂé 0O Yes _ g Ne

15. ACCESS RESTRICTIONS (If yes, cile law(s) & regulation(s)

16. AUDIT REQUIREMENTS

a Yes a No

a None 0 Slate 0 Federal O Independent

17. IS AN INDEX SYSTEM USED? (If yes, explain bnelly and 18. RECOMMENOED RETENTION
describe any hardware/soflware)

O Yes 0 No b\{
A
19, NAME ANW PW 20. TELEPHONE NUMBER - 21. DATE

NGS 550-4 (Revised 1/93)

214)vo




- L e et T

| INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
I TIVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION
3 SGELJLE (DGS 550-1)

7275 WATERLOOD ROAD
i P.O. BOX 275 - JESSUP, MARYLAND 20794 Page of

1. DEPARTMENTIAGENCY 2. DIVISION

DEFINITION - Records Serlos -

A group of related records normally flled and used as a unit for refsrence as wall s retention and dieposition purposas,

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

CETH 41

8. RECORD SERIES DESCRIPTION ( Briefly describe the lypes of information/documenis/iorms found in the Series. Include the purpose or function of the Serigs)

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE . 9. VOLUME

O File Drawet(s)
0 Leller Size o Microfilm O Alphabetical 0 Microfilm Reel {s)

O Computer Tape (s}
O Legal Size a Computer Tape o Numerical O Othet (Specify)
O Bound Bock O Floppy Disk D Chronological Number
O Audio Tape Q Video Tape QU Geographical 10. ANNUAL ACCUMULATION
O File Orawer (s)
; | {s)
© Other (Specil D Other (Specily) o Microfilm Ree!
o Specit) (Specily a Computer Tape(s)
? O Other {Specify)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
o Daily O Weekly O Monthly a  Month(s) a  Yeat(s)

Numbet

13. CURRENT LOCATION(S) {Bidg. Floor, Room) 14, 1S RECORD SERIES DUPLICATED ELSEWHERE? (f yes, specily agency or office)

/@%ﬁm @W O Yes ' | o No

15. ACCESS RESTRICTIONS {If yes, cile law{s) & regulalion(s) 16. AUDIT REQUIREMEHTS

o0 Yes o No

o None a Slate o Federal a  Independent

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and 18. RECOMMENDED RETENTION
descibe any hardware/sollware)

@ v | [lae e 27 e
Ain, Aoy

19. NAME AN OF P R 20. TELEPHONE NUMBER : 21. DATE .
B e . 215/

0GS 550.4 (Revised 1/93)




. INSTRUCTIONS .- TYPE OR PRINI A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WiTH RECORDS RETENTION
SCHEDULE (OGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

AGENCY RECORDS INVENTORY

P.0. BOX 275 - JESSUP, MARYLAND 20794

Page of
1. DEPARTMENT/AGENCY 2, DIVISION 3. UNIY
-~ DEFINITION - Records Serics -

A group of reisted records normally filed and used as a unit for reference ss

well as retention and disposition purposes.

4. RECORD SERIES TITLE

A b tist AT

/QW;@/W

5. EARLIEST YEAR | LATETEST YEAR
10

6. RECORD SERIES DESCRIPTION ( Briefly describe the lypes of information/documents/lorms found in the Series. Include the puipose of function of the Series)

7. RECORD SERIES FORMAT(S)

8. RECORD SERIES SEQUENCE

Numbet

9. VOLUME
O File Orawer(s)
O Leller Size O Microhim D Alphabetical O Microfilm Reel (s)
O Computer Taoe (s)
O Legal Size 0 Compuler Tape O Numerical Q Other (Speedy) ____
O Bound Book O Floppy Disk 0 Chronelogical Number
O Audio Tape a Video Tape O Geogrephical 10. ANNUAL ACCUMULATION
. a File Orawer (s)
o ot . a Other (Specif a Microfilm Reel (s)
Otter (Speciy) (Specit) O Computer Tape(s)
O Other (Specify)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
o Oaily O Weekly O Monthly o Monlh(s) g Year(s)

13. CURRENT LOCATION(S) (Bldg., Floor, Room)

H~

14. IS RECORD SERIES DUPLICATED ELSEWHERE?

(if yes. specify agency of office)

g Yes a No
15. ACCESS RESTRICTIONS (I! yes, cile law(s) & regulation(s) 16. AUDIT REQUIREMENTS
o Yes o No 0 None 0 Slate O Fedesal O Independent

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and
describe any hardware/soltware)

0O Yes

18, RECOMMENDED RETENTION

20. TELEPHONE NUMBER

21. DATE 7” L//w

NGS 550-4 (Ravised 1/9))




 JHSLRUCHIONS . lYl‘E OR PIINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENVION
SCHEDULE (DGS 550-1)

—

[ r———————

e ———

1. DEPARTMENTIAGENCY

Vrrars T e B

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

AGENCY RECORDS INVENTORY

P.O. BOX 275 - JESSUP, MARYLAND 20794

2, DIVISION

Ry eoon fosetinecs

Y

Page ot

3 uNiY

- DEFINITION - Records Serlas - A group of relsted records normally filed and used as & unit for reference ss

well as retention and dieposition purposes.

§. EARLIEST YEAR ! LATETEST YEAR

10

g e
Lovees. |
s Pl

8. RECORD SERIES DESCRIPTION ( Biiefly describe the types of information/documentsiorms found in the Series

T 1
Tnedeee Lol
Coprr
W A :

. Include the purpose or function of the Series)

W%{)M@w 9/,4/0%,

Hotend

7. RECORD SERIES FORMAT(S)

8. RECORD SERIES SEQUENCE

8. VOLUME
. a File Orawer(s)
O Lelter Size o Microlim O Alphabetical a Micrafilm Reel (s)
O Computer Tape (s)
0 Legal Size O Computer Tape o Numerical o Other (Specify)
a Bound Book O Floppy Disk O Chronological Number
Q Audio Tape a Video Tape O Geographical 10. ANNUAL ACCUMULAIlON
O File Orawer (s)
O Other (Specily) o Other (Specify) O Microfitm Reel (s)
O Computer Tape(s)
O Other (Specify)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
0 Daily O Weekly g Monlhly g Month(s) o Year(s)

Number

13. CURRENT LOCATION(S) (Bidg., Floor, Room)

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

(I yes. specily agency ot office)

a Yes a No
15. ACCESS RESTRICTIONS (If yes, cite law(s) & regulation(s) 16. AUDIT REQUIREMEﬂTS
O Yes o No o None O Slate a Fedeal 0 Independent

17. 1S AN INDEX SYSTEM USED? (If yes, explain briefly and
descube any hardware/sofiware)

O Yes O No

18. RECOMMENDED RETENTION

MML(

pa)
19. NAME AND WRE}%&, 75-

e
PRl

QW

20. TELEPHONE NUMBER

21. DATE 7//7/00

~

DGS 5504 (Revised 1/92)




 INSTRUCTIONS - TYI'E OR PRINI A SEPARATE FORM FOR EAGH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE {DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O. BOX 275 - JESSUP, MARYLAND 20794

1. DEPARTMENT/AGENCY

.W

2. DIVISiON

td

AGENCY RECORDS INVENTORY

Page of

3. UNIT

DEFINITION - Records Serles « A group of related records normally filed and used as & unit for reference se

well ae retention and disposition purposes.

4. RECORD SERIES ““;(Q v

5. EARLIEST YEAR / LATETEST YEAR

10

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of informatiorvdocumenisfforms found in the Series. Include the purpose of function of the Series)

1. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
a File Drawer(s)
O Leller Size o Microfilm O Alphabetical O Microfim Reel (s)
O Computer Tape {(s)
O Legal Size O Computer lape a Numerical O Other (Specify)
O Bound Book Q Floppy Disk O Chronglogical Number
a Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
O File Orawer (s)
0 Other {Specily) O Other (Specify} O Microfilm Ree! (s}
O Computer Tape(s)
O Other (Specify) ______
Number
11. FILE IS USED 12, FILE BECOMES INACTIVE AFTER
o Daily O Weekly a Monlhly 0 Month(s) QO Year(s)
Number
13. CURRENT LOCATION(S) (Bidg., Floot, Room) 14, 1S RECORD SERIES DUPLICATED ELSEWHERE? ({if yes. specify agency or office)
W a  Yes o No
15. ACCESS RESTRICTIONS (Il yes, cite law(s) & regulation(s) 16. AUDIT REQUIREMENTS
o Yes o No O None O Slate .0 Federal O independent
17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and 18. RECOMMENDED RETENTION S! )
descrbe any hardwarelsoltware) ﬂ 9 R ) G M&% \
———
o Y I ¢ (""’L‘“V@“IVO g“‘"bb‘-’ l—l%\@p/ GJA.(Z
es 4 . p
F AR 420~ J,W,w b GRLpFowal ntloe
19. NAME ANWF PREPAR 20. TELEPHONE NUMBER
ML

21 DATE - /(/ /1}4)

NGS 550.4 (Revised 1/93)




INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECCRDS RETENTION
SCHEDULE (DGS 550.1)

_—

1. DEPARTMENT/AGENCY '

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O. BOX 275 - JESSUP, MARYLAND 20794

2. DIVISION

,Z,éo»‘-a—y\/éwge/

AGENCY RECORDS INVENTORY

Page of

I

DEFINITION - Recorde Serlos - A group of ralated rocords normally filed and used as a unit for reference as wall as retention and disposition purposes,

4. RECORD SERIES THL :

5. EARLIEST YEAR / LATETEST YEAR

10

6. RECORD SERIES DESCRIPTION ( Briafly describe the lypes of Information/documents/forms found in the Series. Include the purpose ot function of tha Saries)

ﬁ@gﬁﬁ Rl = 1970

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQLTENCE 9. VOLUME
O File Orawer(s)
D Lelter Size O Microfilm O Alphabetical o Microfilm Reel (s)
0 Computer Tape (s}
B Legal Size 0 Computer Tape O Numerical o Other (Specify)
O Bound Book O Floppy Disk 0 Chronological Number
O Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
O File Osawer {s)
ool i O Other (Specif O Microfitm Reel (s)
Other {Speci) (Specily O Computer Tape(s)
a Other (Specify)
Number
11. FILE IS USED 12, FILE BECOMES INACTIVE AFTER
0 Daily O Weekly a  Monlhly O Month(s) o Year(s)
Number
13. CURRENT LOCATION(S) (Bldg., Floor, Room}) 14, 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)
%4/4'—‘ o Yes | g No
15, ACCESS RESTRICTIONS {if yes, cile law(s) & regulation{s) 16. AUDIT REQUIREMENTS
D Yes D No o None o Slate O Federal O Independent
?:rl;;en annually. Destr Oy material having no
17. IS AN INDEX SYSTEM USED? {If yes, explain briefly and | 18. RECOMMENDED RETENTION er fiscal, legal or operational value Retaig
describe any hardwarel/sollware)
. document-the OTTEIT, QovelopmEnT A
o Yes o No ' | accomplishITents oF the Uepartment—Fransfer
pedodically to e MDD S ATcR ey~
19. NAME Amw% 20. TELEPHONE NUMBER 21. DATE / /

DGS 550-4 (Anvised 1/93)




INS[RUCIIONS TYPE OR PRINI A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (OGS 550-1)

—_—

{. DEPARTMENT/AGENCY
W/ i 2

DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

P.O. BOX 275 - JESSUP, MARYLAND 20794 Page o

1, DIVISION

WM,

3. UNIT

- DEFINITION - Records Serles -

A group of related records normaily filed and used as s unit for reference as

well ae retention and dlsposition purpoees,

4. RECORD SERIES TITLE

WW

5. EARLIEST YEAR / LATETEST YEAR

'7‘/ 10

6. RECORD SERIES DESCRIPTION ( Brielly describe the lypes of informatior/documents/forms found in the Series. Include the purpose of funclion of tha Series)
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7. RECORD SERIES FORMAT(S) 8. RECORD SER!ES SEQUENCE 9. VOLUME
O File Otawer(s)
etter Size O Microfilm O Alphabetical O Micrafilm Reel {s)
O Computer Taoe (s)
O Legal Size O Computer Tape o Numerical O Other (Specty)
O Bound Book * DO Floppy Disk @ Chronological Number
i i oG hical 10. ANNUAL ACCUMULATION
0 Audio Tape a Video Tape eographic G File Orawer (5)
i icrofi t(s)
0 Other (Specif M?i Z@, O Other (Specif O Microfilm Ree
et (Speciyl (Speciy) 0 Computer Tape(s)
a Other (Specify)
Number

11. FILE IS USED

o Qaly O Weekly O Monthly

12. FILE BECOMES INACTIVE AFTER

— O Month(s) o Year(s)
Numbet

13. CURRENT LOCATION(S) (Bidg.. Floor, Room)

G |

14, 1S RECORD SERIES DUPLICATED ELSEWHERE?  (If yes. specily agency or oflice)

o Yes . 0 No

15. ACCESS RESTRICTIONS {if yes, cile law(s) & regulation(s)

O Yes o No

16. AUDIT REQUIREMENTS

O None 0 Slale D Federal O Independent

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and
describe any hardware/soflware)

0 Yes g No

18. RECOMMENDED RETENTION
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19. NAME AWOF /@M
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 INSTRUCTIONS .- TYPE OR PIMNT A SEPARATE FORM FOR EACH NEW

SCHEDULE [DGS 550.1)

1. DEPARTMENT/AGENCY

Db ee ] W

DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
REVISED RECORD SERIES, FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.0. BOX 275 - JESSUP, MARYLAND 20794 Page o

2, DIVISION

3. uNIT

DEFINITION - Records Serles - A group of related records normally fited and used as a unit for reference ss

well as retention and dieposition purposes,

4. RECORD SERIES TITLE

5. EARLIEST YEAR ! LATETEST YEAR

/W@/er.@d, Ef e e outzs | 77 10

8. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/documentsifotms found in the Series. Include the puipose of funclion of the Series)

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
a File Drawer(s)
a Leltes Size o Microfilm O Alphabetical 0 Microfilm Reel (s)
D Computer Tape (s}
O Legal Size o Compuler Tape o Numerical O Othes (Specify)
o Bound Book " O Floppy Disk 0 Chronological Number
O Avdio 1ape O Video Tape O Geogrephical 10. ANNUAL ACCUMULATION
O File Drawer (s)
; Microfilm Reet (s)
oot il O Other (Specit a
Other (Specty) (Specity) 0 Computer Tape(s)
a Other (Specify)
Number

11. FILE IS USED

0 Daiy O Weekly 0 Monlhly

12. FILE BECOMES INACTIVE AFTER

o Month(s) o Year(s)
Number

13. CURRENT LOCATION(S) (BIdg., Floor, Room)

v

14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (Il yes. specily agency or office)

a VYes . @ No

15. ACCESS RESTRICTIONS (! yes, cite law(s) & regulation(s)

0O Yes 0O No

16. AUDIT REQUIREMENTS

0 None o State 0 Federal 0 Independent

17. IS AN INDEX SYSTEM USED? ({If yes, explain briefly and-
describe any hardwarelsofiware)

O Yes : o No

18. RECOMMENDED RETENTION @/QZM, WW
» /% p \eﬂg
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P
19. NAME AW; W

20. TELEPHONE NUMBER

21. DATE —7//4//&6
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SCHEDULE {0GS 550-1)

INSTRUCTIONS -- TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.0. BOX 275 - JESSUP, MARYLAND 20794

1. DEPARTMENTIAGENCY

44/44//'/@ ba Ch .

AGENCY RECORDS INVENTORY

Page of

———_—_——————______—————;1
3. UNIT

DEFINITION - Records Serlos - A group of related records normally filed and used as 2 unit for reference as

well ss retention and disposition purposes.

4. RECORD.S.ERIES TTLE

)

S. EARLIEST YEAR / LATETEST YEAR

T0

8. RECORD SERIES DESCRIPTION { Biiefly describe the types of information/documentis/forms found In the Series. Include the puipose or lunction of the Searies)

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQG’ENCE 9, VOLUME
O File Drawet{s}
O Leller Size g Microfilm O Alphabetical a Microfilm Reel (s)
o Comouter Tape (s)
O Legal Size a Computer Tape g Numerical a Other (Specify)
O Bound Book Q Floppy Disk O Chronological Number
o Audio Tape Q Video Tepe o Geographicat 10. ANNUAL ACCUMULATION
. . B File Drawer (s)
© Other (Specify} A~ O Other (Specify) O Microfilm Reel (s)
 Computer Tape(s)
Q Other (Specify)
)b Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
O Daly O Weekly a Monthly a  Month(s) a  Year(s)
Number
13. CURRENT LOCATION(S) (BIdg.. Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (Il yes, specily agency or office)
%@ O Yes . o No
15. ACCESS RESTRICTIONS (If yes, cile law(s) & regulation(s) 16. AUDIT REQUIREMENTS
o Yes o No a None a State g Federal 0O Independent
17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and 18. RECOMMENDED RETENTIO L '
describe any hardwate/soltware) W // A % a" ﬂféfd{,@x
Upon [V gl M
o Yes O No . . ‘ W . \p)/ﬂ/m ./ﬁ‘twl
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NAME MWF P

20. TELEPHONE NUMBER

" 2 gl
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. INSTRUCIIONS .- TYPE OR PRINT A SEPARATE FORM FOR EACH NEW DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FOAWARD WITH RECORDS REVENTION RECORDS MANAGEMENT DIVISION
SCHEDULE (DGS 550-1) 7275 WATERLOO ROAD
P.0. BOX 275 - JESSUP, MARYLAND 20794 Page o1

[ 1. DEVM“MEN"AGENCY 2, DIVISION 3. UNIY

DEFINITION - Records Serles - A group of related racords notmally filed and used 89 a unit for reference e

well as retention and disposition purposes,

4. RECORD SERIES TIT 5. EARLIEST YEAR ! LATETEST YEAR
, | ,
i /,Z«fwoﬂ L7

8. RECORD SERIES DESCRIPTION ( Briefly describe the lypes of information/documents/lorms found in the Series. Include the purpose or function of the Series)

Yol flcyion W o
m;.m

1. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
bmlawet\s)
0 Leller Size o0 Microfilm O Alphabetical O Microfilm Reel (s}
0 Computer Tape (s
O Legal Size O Computer Tape O Numerical ) O Other (Specily)
O Bound Book © G Floppy Oisk 0 Chronological ) ’ Number
O Audio Tape O Video Tape O Geographical 10. ANNUAL ACCUMULATION
0 File Drawer (s)
O Other (Specily) O Other (Specify) O Microfilm Reel ()
o Computer Tape(s)
O Other (Specify)
Numbet

11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER

0 Daily O Weekly a  Monthly O  Monih{s) 0 Yea(s)

Number

13. CURRENT LOCAHION(S) (Bidg., Floot, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (I yes. specily agency of office)

yﬂ//&ée O Yes . O Mo
yd

. ACCESS RESTRICTIONS (If yes, cile law(s) & regulation(s) 16. AUD!IT REQUIREMENTS

-
o

O Yes o No

D None D Slale O Federal O Independent

-
~

IS AN INDEX SYSTEM USED? (If yes, explain briefly and 18. RECOMMENDED RETENTION
describe any hardwarelsoflware)

Poiarnnel ansf
O Yes O No Mq
A
19. NAW"[%%’ 20. TELEPHONE NUMBER : 21. DATE
' yale

NGS 550-4 (Rnvised 1/93)
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{NSTRUGIIUNS - TYPPE OR PRINI A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (DGS 850.1)

1. DEPARTMENT/IAGENCY '

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD

AGENCY RECORDS INVENTORY

P.O, BOX 275 - JESSUP, MARYLAND 20794 - Page or

1. ovisioN 3. UNIT

DEFINITION - Records Setles - A group of related records normally filed and used as a unit for reference ae

well as retention and disposition purposaes.

4. RECORD SERIES TI7

-

v

2 Cocde

5. EARLIEST YEAR / LATETEST YEAR

&§2's 1o

8. RECORD SERIES DESCRIPTION ( Briefly describe the lypes of information/documents/forms found in the Series. include the puipose of funclion of the Saries)

7. RECORD SERIES FORMAT(S)

O Lelter Size O Microlilm

O Legal Size @ Computer Tape
O Bound Book Q Floppy Disk

O Audio Tape O Video Tape

O Other (Specily)

L-g D Yule (Om.)

8. RECORD SERIES SEQUENCE

9. VOLUME
O File Orawet(s)
O Alphabetical 0 Microfilm Reel {s)
O Compuler Tape (s) -
O Numerical o Other (Specily)
a Chronological Number

O Geographical 10. ANNUAL ACCUMULATION
0O File Orawer (s)
O Microfilm Resl (s)
o Computer Tape(s)

0 Other (Specify)

O Other (Specily)

Number

11. FILE 1S USED 12. FILE BECOMES INACTIVE AFTER

o Daiy O Weekly G Monthly 0 Month(s) O Yeat(s)

Number

13. CURRENT LOCATION(S) (B!dg., Floor, Room) 14, 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specily agency or office)

)Q# ﬁ @ . s D Yes . 0O No
15. ACCESS RESTRICTIONS {If yes, cile law(s) & regulation(s) 16. AUDIT REQUIREMENTS

o Yes g No O None . 0 Slate 0 Federat O  Independent
17. 1S AN INDEX SYSTEM USED? (If yes, explain briefly and : <

describe any hardware/software) ! /@ .t

. /71'/713( e
O Yes O No 4 W"Ua
3 14

19.

20. TELEPHONE NUMBER 21. DATE

D)

DGS 550-4 (Ravised 1/93)




